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Introduction

The Long-Term Care Survey Process (LTCSP) application supports the survey

process for long-term care facilities. The application lets you enter information
electronically as you work through the survey process. For those acting as team
coordinator (TC) for a given survey, the application provides extra functionality.

The software also includes the ability for RO teams to conduct LTCSP
Comparative surveys. By linking the state survey to the LTCSP Comparative
survey in ARO, the system will display information from the SA survey in the
LTCSP Comparative survey for the RO team members to use during their
survey. See “"LTCSP Comparative Survey Procedures for ROs” for details.

About this User’s Guide

The LTCSP User’s Guide gives you the information you need to:
e Create and access a survey

e Use the LTCSP application to conduct the survey

e Manage citations

e Create and conduct an LTCSP Comparative survey

Note: This guide assumes that you are familiar with basic Windows operations
and that you have attended training offered by your agency.

This guide consists of this introduction and the following two chapters:
1 Procedures

Provides task-based procedures for using the LTCSP application.
2 Supporting Materials

Contains supplemental information and reference items.

Note: For detailed information about the LTCSP process, refer to the Long Term
Care Survey Process (LTCSP) Procedure Guide (Navigation menu |
Resources | Procedures Guide).

User’s Guide 3/19/20 9



Introduction

View and Navigate this Document Online

You must have Adobe Reader installed to view this document online. You can

download the latest version from https://get.adobe.com/reader/.

On any page, you can click the Increase (+) or Decrease (-) button in the
toolbar to adjust the page magnification to your comfort level. Use the
bookmarks in the left pane of Adobe Reader to locate and go (click the
bookmark) to relevant information in this User’s Guide.

@ Bookmarks X
QB B
@ D Contents

~ D Introduction
> EI About this User's Guide
[ LTCsp CBTs
> I:I Accessibility Features
? u LTCSP Procedures
? [:] Supporting Materials
Figure 1: Bookmarks

You can also click the Contents bookmark and then click links in the table of
contents to go to relevant topics.

Tip: For best viewing quality in Adobe Reader, go to Edit | Preferences | Page
Display (path may vary somewhat depending on version). Select the
applicable Smooth Text option.

If you need more information, links to relevant additional material in this
document are included. Click a link to directly access the related information.

In the Procedures chapter, there are three types of links (cross-references) to
additional material. They are grouped at the end of a procedure or descriptive
section in the format shown below.

More ...
“View and Navigate this Document Online” on page 10
“Resident Manager” on page 57

= Click the first link to go to the indicated procedure.

= Click the second link to go to descriptive information about the indicated
topic.

10
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LTCSP CBTs

View a Printed Copy of this Document

While it is designed to be used easily online, you can print this document if you
prefer. If you print this document, use the table of contents to locate the
information you need. Links (cross-references) to additional material in this
document include page numbers; simply go to the indicated page.

Conventions

This guide uses the following conventions:

Bold In procedures: names of screens, screen sections, buttons, menu
options, keys you press.

ASE-Q Generic reference to ASPEN Survey Explorer-Quality.
web Generic reference to the World Wide Web.

More ...
Introduces a list of “see also” cross-references.

Note: Notes give you important information that may affect how you use a
function.

Tip: Tips give you useful hints, suggestions, or alternative approaches.

LTCSP CBTs

Interactive Computer-based Training (CBT) modules covering a number of
LTCSP application features and procedures are available on the Integrated
Surveyor Training Website (ISTW). Follow your SA’s practice for accessing the
site.

User’s Guide 3/19/20 11



Introduction

Accessibility Features

This LTCSP User’s Guide and the application user interface include
508-compliant accessibility features, which are detailed below.

In this Guide

This User’s Guide incorporates the following 508-compliant accessibility
features:

Alternate text (alt text), which screen readers can read, is defined for all
graphics.

All graphics have captions.
Information is not conveyed by means of color alone.

Tables are not used for formatting, so all text is accessible to screen
readers.

The last chapter lists keyboard shortcuts for easy reference.

Reading order is optimized, so content is read correctly by screen readers.

In the Application

The LTCSP application adopts the tablet or laptop accessibility settings you
set in ASE-Q. The Accessibility menu option on the System menu in ASE-Q
lets you specify field color preferences and enable/disable save point
notification, i.e., audible confirmation upon saving.

System

System Information >
System Configuration 3

Database Maintenance... !

ILLIGLRELEN A ccessibility Configuration m
Letter Manager

Tl ¥ Enable Accessibiity Options
Facility Types e

QIS Static Data | Mandatory Colo] =
SR ] Read-Only Color I J

Set Spell Check

Synchronize Re ™ Enable Save Paint Notifications

K I Cancel |

Figure 2: Accessibility option and Accessibility Configuration window

12

3/19/20 LTCSP 11.9.1



LTCSP Procedures

Import User Account File

To use the Long-Term Care Survey Process (LTCSP) application, you need an ID
with Assessment access. You will need to import your user account file the first
time you open ASE-Q.

To import your user account:
1 Locate the ASE-Q shortcut on your desktop and double-click.

2 Click OK on the alert that you are accessing a U.S. Government Information
System.

3 If you receive an ASPEN Explorer notice that the date format needs to be
updated, click Yes to proceed.

4 In the ASE-Q Login window, enter your User Name and Password.
5 Click Log In.

.
a Login o | ]
User Name: Surveyor(1
Password —

Cancel J Use PTV

Figure 3: ASE-Q Login window

If this is your first time opening ASE-Q, your user account information is not
recognized by the Sybase database and a message indicates that ASPEN
cannot validate the login.

To validate the login:

1 Select Load a User Account File.

2 Navigate to and select the file ASEUserTx.zip.

3 Click Open to import the user information.

4  Click Apply to complete the transfer and open ASE-Q.

User’s Guide 3/19/20 13



LTCSP Procedures

LTCSP Surveys

The scheduling supervisor or team coordinator (TC) first sets up an LTCSP
survey shell in ACO, then exports it to team members. This ensures that all
team members are working with the same survey when they begin. Later,
survey data from all team members is combined.

Note: The term Team Leader appears in the application. This represents the
same roles/responsibilities as Team Coordinator.

Create LTCSP Survey Shell in ACO

A new survey can be set up in ACO at any time, even before the survey visit.
It is associated with the applicable certification kit for the facility.

To create a survey shell:
1 In ACO, open or create a certification kit for the facility.

2 In the Survey List section of the Certification & Surveys tab, click New
to open the Create Survey window.

3 Enter basic survey information.
4 Assign team members and designate the team leader.

More ...

For detailed information on creating certification kits and surveys including combined
surveys (certification and complaint), refer to the ACO Procedures Guide, which is posted on
the QTSO website at_https://gtso.cms.gov/software/aspen/reference-manuals.

Transfer LTCSP Surveys to ASE-Q

From ACO, the scheduling supervisor or team coordinator can export one or
more LTCSP surveys with the associated provider and intake information in an
encrypted format to a transfer location. This can be a shared wired or wireless
network location, or USB flash drive. Surveyors then import the contents of the
export transfer file into ASE-Q.

Note: The survey shell should be exported from ACO as close to the survey
start data as possible and no more than 5 business days before the survey start
date.

To export an LTCSP survey shell from ACO:
1 In ACO, locate and select the survey in the Tree or List view.
2 Drag it to the Export button in the toolbar.

14
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LTCSP Surveys

In the Export window, indicate your Export To location according to your
SA practices.

e Aspen Transfer Location-Select the applicable location.

e Other Zip File Location-Enter the path to the transfer file or navigate to
it using the binoculars.

Click OK in the Export window.

In the Survey Export window, select the survey(s) you want to send to the
transfer destination.

Click Continue with Export.

If there are differences between source and destination content, one or
more Merge windows may appear.

Resolve any source/destination differences and continue the transfer.
Address sample calculation issues.
e Survey already exported

If this is the initial export of the survey, the LTCSP sample is
automatically calculated. If the survey has already been exported,
however, a message appears with the date and time of the previous
export, as well as the user who exported the survey.

= Indicate whether you want to recalculate the LTCSP sample.

e Select Yes to recalculate the sample and continue with the
export.

e Select No to continue the export without recalculating the
sample.

e Select Cancel to abort the export.

Note: Only recalculate the sample if the prior export was more than 5
days before the survey start date. If survey team members all export

the survey from ACO, only the team coordinator should recalculate the
sample to avoid data conflicts.

e Survey being exported by another user

If another user is exporting the survey, a message notifies you that the
LTCSP sample calculations are currently being performed by other users,
and asks if you would like to wait and retry the transfer.

= Indicate whether you want to retry the transfer.

e Select Yes to retry the LTCSP transfer after the other user’s
transfer is complete.

e Select No to skip the LTCSP transfer.
e Select Cancel to abort the transfer.

User’s Guide
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LTCSP Procedures

9 In the LTC Survey Process Transfer window, click OK.

10 In the Finalize Transfer window, select Apply to complete the export
process, or Cancel to reverse the transfer.

When the export is complete, surveyors can import the survey(s) with the
associated provider and intake information into ASE-Q.

To import an LTCSP survey into ASE-Q:
1 On the ASE-Q toolbar, click Import.
2 In the Import Type section, select Surveys.

3 Select the appropriate Import From option to indicate the location of the
transfer file:

e ASPEN Transfer Location—-Select the applicable location.

e Other Zip File Location-Enter the path to the transfer file or navigate to
it.

e Locate ASE Database-Use option for wired or wireless ASE-Q to ASE-Q
network transfers. Enter database name or IP address.

4 In the Select Survey(s) to Import window, select the surveys you want
to import and click Continue with Import.

A log of changes made during the import is displayed.

Ul

Click OK in the LTCSP Survey Process Information window.

o

In the LTC Survey Process Transfer window, click OK.

~

Click Apply to finalize the transfer.

16
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LTCSP Surveys

Import an existing survey

If you import an existing survey into ASE-Q, you have two options: to
import only survey and complaint data or to import all data. Importing all
data runs the risk of overwriting all your survey data. You will receive the
following message during the survey transfer.

LTC Survey Process Transfer [t

Only survey and complaint information has been imported because the LTC
survey process has already been started for this survey.

= Offsite information has been entered

- Residents have been assigned to surveyors

- Reasons for interview have ben selected

- Interdiew questions have been answered

If youwish to also import LTCSP data there is a risk that data will be lost.

If youw are atternpting to restart this LTCSP sunvey itis safer to delete the survey in
ASEQ first and then import the new shell.

Do you wish to import LTCSP data?

If Mo, Only survey and complaint data will be imported.
I Wes, LTCSP datz wall 3lso be imported.

Yes ] Mo [ Cancel

Figure 4: LTC Survey Process Transfer window

More ...

For detailed information on transferring surveys from ACO to ASE-Q, refer to the ACO
Procedures Guide and ASE-Q Procedures Guide, which are posted at
https://gtso.cms.gov/software/aspen/reference-manuals.

Open a Survey in LTCSP

You open a survey in LTCSP through ASE-Q either directly in Tree view or
through the Citation Manager. You must be on the survey team and have
Assessment access.

To open LTCSP from Tree view:
1 Open ASE-Q.
2 In Tree view, locate the LTCSP survey.
3 Right-click the survey and select LTCSP.
The LTCSP application is opened for the selected survey.

Note: The LTCSP option is enabled only for LTCSP surveys. Currently that
is the initial health survey for a certification or recertification, or a Federal
Monitoring Survey (FMS) for a federal nursing home.

User’s Guide 3/19/20 17
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LTCSP Procedures

To open LTCSP from Citation Manager:

1 Open ASE-Q.

2 In Tree view, locate the LTCSP survey.

3 Right-click the survey and select Citation Manager.
4  Click the LTC Survey button to open the survey.

¥ Emw?rupucdm&s-FEb-E-1 0o
LONG TERM CARE FACILITIES - FED -F - 16

Regulations Find (Inchude leading zeioes)

4]

Survey Information
Event |D: EBWZ11
Medicae 1D: 33455
Fac 1D 1755
Actve Surveyor: Mallon, May [30129)
Mode: Hosmal
Survey Dates: 0270872001 8-06/30/2018

Figure 5: LTC button in Citation Manager
The LTCSP application opens for the survey.

Note: The LTC Survey button only appears if the survey is defined as an
LTCSP survey. Currently that is the initial survey for a certification or
recertification for a federal nursing home.
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LTCSP Screen Navigation and Features

LTCSP Screen Navigation and Features

All screens have the same basic layout making it easy to move from one task
to the next.

Title toolbar

The Title bar always includes the screen title and Navigation menu. Some
screens include a Back button and navigation icons.

Long-Term Care Survey Process

Pz
> Back button : aw and Observatic m m m
Interview St - L il
" eme\.»r *I'screen title — 4 Screen
Include in sa am QD navigation icons
d Subgroup: v
() Complete
Expanded Ejl

pru—
the residel
tively participating or engaged in activities?
ge the resident to participate?

ent engaged in age appropriate activities?
ty of activities available for all residents?

Navigation menu

No Issues/NA

Further Investigation

e S S S S P -

Figure 6: Title toolbar

Quick Access menu

This set of general function icons is located on the right side of every screen.

. Home screen
Insulin

User settings
Surveyor Notes
Data Sharing screen
Attachments

Reports

— i . Rl B it

Figure 7: Quick Access menu
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Function toolbar

This toolbar includes function icons specific to the screen/task.

’- = Long-Term Care Survey Process |

Filter/Sort fields L

.........

G Update Selected EEEEFEN
Resident button

Figure 8: Residents screen—Function toolbar example

Change Column Order

You can rearrange column headings to any order you want in the Residents list;
Offsite Prep, Finalize Sample, Investigations, and Workload screens; and any
area of a screen that has a list with headings.

To move a column:

= Click the title of the column and drag it to the desired location in the header.

20 3/19/20 LTCSP 11.9.1



LTCSP Screen Navigation and Features

Drop-down Lists

Drop-down lists appear throughout the application where you need to select
one or more items from a list. For example, the following screen within

Investigations has two drop-down lists.

rm Initiate One or More Investigations

[

Initiation Investigation Area.

Please select a Resident and any Investigation Areas you
would like to initiate. To directly cite a tag select the FTag

* = Required

*Resident:

FACILITY, FACILITY (0)
*Investigation: | ALBAHARI, HASKELL (25)
ALEXANDER, MARY E (22)
BARNER, PEGGIE (41)

BONK, JOHN (52)
BRADLEY, WANDA, (48)
ol s st i)

— e

Figure 9: Resident drop-down list

BEARD, MARVIN (14) |

i -

* = Required
Please select a Resident and any Investigation Areas you
would like to initiate. To directly cite a tag select the FTag
Initiation Investigation Area.

P -
uic Initiate One or More Investigations E

*Resident: BEARD, MARVIN (14) |
*Investigation: Activities '|
) an Select one -
O abase | or more I :
() Accidents =l|
& Activities

() Activities of Daily Living

(") Behavioral-Emotional

Wdr\_—l o i1 i

Figure 10: Investigations drop-down list

To close a drop-down list:

= Click outside the list or press Escape.

User’s Guide

3/19/20
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Hover

When you hover the cursor (i.e., move it over object on screen), the application
will determine the cursor type/shape to display (hand, i-beam, etc.) based on
the context. If you hover the cursor over a button or icon, a description of the
command it represents displays.

oy oo

Filter by group:
bty Residents;

Showing 16 of
16

SN, |

Figure 11: Example of Hover help

Expand/Collapse Sections

On facility task and investigation screens, you can expand and collapse Use,
Instructions, Probes/Critical Elements, MDS indicators, etc. as needed to more
easily accomplish your work.

To expand/collapse a section:

= Click the arrow in front of the section label. Click again to collapse/expand.

e Long-Term Care Survey Proci

i |

Invest_igation by Resident - My Invesfiga{ions

ANT, ATOM (3) Behavioral-Emotional
Room: 0030 = Investigation Reason: Mood,/B
Admit Date:§ Click to expand or

EIMS:05 M collapse section

» Use.
. Collapsed
“ Instructions:

~ Observations Expanded

ansfer nvestigation Answers to Other Resident|

=
<]
h)
L . l.uq-.---q....-~b..§.q_.-

Observations Across
Q 1f the resident is exhibiting expressions or indications of O what non-pharmacological interventions (e.g., meaniy
distress (e.g., anxiaty, striklrﬁg out, self-lsolallng] how does activities, music or art therapy, massage, ammalherar}

staff address these indications?
. e R

S———

reminiscing, diversional activities, consistent caregivery
——b - gl

B il il g Wi A = o ok

Figure 12: Use and Instructions sections collapsed, Observations section expanded
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Resize Sections with Expander Bars

In the Entrance Conference, facility task, and investigation screens, use
Expander bars to control screen space by adjusting section size.

To resize a section:

= Hover over the Expander bar until you see a double-headed arrow, then
click and drag the bar up or down to resize the area. For example, it may
be helpful to expand the Notes section so you can see more of the text you

entered.
v Other Considerations :
~ CEs \
Question In Compliance Tag ;
1. Based on observation. interviews. and record review. ™ kia reon .I
m 1

Notes: @ Investigation Nd
01/11/18 03:24 PM  Resident # 64 often found wandering halls at night all over the facility; also sometimes tries e},
il e i B e e e S Tl Ll s L et sl S B Hv———.-rrf"-a—‘—f

Figure 13: Expander bar activated
_Or_

Hover over the Expand icon in the center of the bar until you see a hand
cursor, then click to expand the area beneath the bar to full screen. Click
the icon again to return the area to its previous size.

~ Other Considerations ;‘
2~ CEs f
Question In Compliance Tag ‘

1. Based on abservation. interviews. and record review. did the M vae M KA reon }
pi] e

Notes: / Toggle Vertical Expansion of Notes |t|gatlor| N

01/11/18 03:24 PM Resident # 64 often found wandering halls at night all over the facility; also sometimes tries e)
|

*
Brmms m gt ot B g Yl A Y e e o B e g e il il g} m— R e e B [ g [ e gt

Figure 14: Expander bar—Expand icon

Update PDF Documents

LTCSP includes PDFs for facility task and investigation pathways along with
procedure guides and report templates. On occasion these PDFs need to be
updated, and you can update them from LTCSP. Your state agency will be
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notified when updates have been made to these documents. You need to be
connected to the internet to update documents.

To update PDF documents:
1 Verify you are connected to the internet.

2 Open a survey in LTCSP (it doesn’t matter which survey, once updated all
PDFs will be available for any survey).

3 The Navigation menu should be open, if not, click the menu icon to open.
Expand the System section, and select Update Documents.

" Long-Term Care Survey Process

Home
~ Survey Preparation

=~ Meeti N
e Click arrow
gneed to expand

~ Resou.

~ System
e Select to

Update Documents update PDOFs #

e SRR S B S

Figure 15: System menu expanded to show Update Documents option

A popup reminds you to close all open PDF documents—if open, a document
cannot be updated.

Click OK.
4 Click OK when the updates are complete.

Tip: If you get a message saying that a PDF was open and the update
stops, close the PDF and rerun Update Documents.

LTCSP Notes

The LTCSP application provides multiple places to add notes. The main notepad,
Surveyor Notes, is available from the Quick Access menu and can be used to
record general notes. Specific notes fields are available in some screens and are
associated with the screen’s functionality. For example, when conducting a
facility task, you can take notes for the task you are working on.

If you copy and paste from another application (e.g., a web page) the
formatting will be removed and only the text will copy. You can format the text
in LTCSP. Copying and pasting text from an LTCSP notes field to another LTCSP
notes field will keep any formatting.

24
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Tip: If you want to keep the formatting from another document, attach the
document using the Attachments feature (see "Add Attachments” on

page 36).

Features common to a number of notes fields include:
e Alt + R or Insert Resident ID button to insert resident number.

TTRYET L BILr’“.Degc-eu: - A%k

03/01/19 09:23 AM Resident & 2

Figure 16: Insert Resident ID button

In a screen used to gather information for a specific resident, the resident
ID is inserted. In notes fields where no specific resident is referenced, you
select a specific resident from the full resident list to insert their ID.

Note: Inserting a resident ID using the keystroke or icon automatically adds
the resident to the "Sample List Provided to the Facility” report.

e Alt + T or Insert Timestamp button to insert current date/time.

@E8 N7 Xan B/ l'.’u Segoe Ul - 12pt -

03/01/19 0923 AM

Figure 17: Insert Timestamp button

The system automatically inserts a date/time stamp into some notes fields
when you click in the field the first time. For subsequent notes, use the
shortcut (Alt + T) or button to insert the date/time stamp.

e Standard word processing features.
Basic editing functions are available in all notes fields.

Note: Highlighted text does not show in combined notes fields such as
Resident IP Notes in facility tasks or when showing answers for all surveyors
in either facility tasks or investigations. Highlighting also does not show on
reports.

e Record notes using stylus or keyboard entry.
e Click Back button to exit notes field when finished.

e All information in notes fields and throughout the application is
automatically saved every two minutes.

More ...
“Notes Menu Bar” on page 224
“Surveyor Notes and Note Fields Shortcuts” on page 226
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Surveyor Notes

Allows each surveyor to enter notes throughout the survey. You cannot view
other surveyor’s notes in LTCSP, but you can view all surveyor notes (after data
share) in the “Surveyor Notes” report. You can also review your notes History.

To open Surveyor Notes:

1 Inthe Quick Access menu on any screen, click the Surveyor Notes icon,
or press Alt + N.

firéey Process = &=

Surveyor Notes -

Minimize window "
@Ee N\N” XD BT U# @S hx Segoe Ul _ J o
Enter your notes here, access from any screen.., &

| R T O e e it

Figure 18: Surveyor Notepad
2 Click the Minimize button to keep notepad available from the taskbar.
_or_

Click the X in the upper right to close.

Surveyor Notes in Resident Manager

When in the Resident Manager List or Card view screens, you can pin Surveyor
Notes to the bottom of the screen. These are the only screens where this option
is available. Once you have pinned the notes, LTCSP remembers this setting for
both the List and Card View screens until you unpin or close Surveyor Notes.

To pin Surveyor Notes:

= From the Quick Access menu, click the Surveyor Notes icon, or press
Alt + N to open the Surveyor Notes window.

= Click the Pin icon in the Surveyor Notes title bar. The Surveyor Notes
appear at the bottom of the screen.

Tip: Use the Expander bar to resize the notes box.

To unpin Surveyor Notes:

= Click the Unpin icon in the Surveyor Notes title bar. The Surveyor Notes
window opens and no longer appears on the bottom of the screen.
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To close Surveyor Notes:

= In either the Surveyor Notes window or the pinned notes box, click the

blue X to close Surveyor Notes.

Surveyor Notes window before pinning

Residents
Surveyor Notes
@RS N~ X BIU2L @8 hx Segoe Ul

Click to pin
Surveyor Notes

Enter your notes here, access from any screen...
il B P —— P At AT e

Surveyor Notes pinned

= JORES, FREL W E
wd X ]

Dischangec Dischargec

i rbusE T E
Discharged: |

0 BB B (]
X

Click to close
Surveyor Notes

Surveyor Notes

n Coyote at 10am.
Ime possible interview

]

rag bar to resize
notes window

3 ¥
Click to unpin
Surveyor Notes

80%

Figure 19: Surveyor Notes pinned and unpinned in Resident Manager

More ...
“"Notes Menu Bar” on page 224

“Facility Tasks” on page 109
“Reports and Attachments” on page 33

User’s Guide 3/19/20
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Interview, Observations, and Record Review Notes

Notes entered for care areas in the initial pool Interview and Observations,
Observations, and Record Review screens carry forward with the resident and
care area. The date/time stamp is automatically inserted when you click in the
field the first time. For subsequent notes, press Alt + T or use the Insert
Timestamp button to insert the date/time stamp.

~ Personal Funds
* Does the facility hold your money for you?
* Can you get your money when you need it, including weekends? No Issues/NA
* Do you get a quarterly statement from the .‘aclilty':‘ }
Further Investigation '

@R MN” X@r Bl UZ OB Segoeut - 12pt - d

03/01/19 0241 AM
|

agains - I S o SR N T RN

Figure 20: Care area notes field

Facility Tasks Notes

Notes fields are available for every task and include standard notes features.
These notes carry forward with the facility task. Care area notes taken during
the interview, observation, or record review for a resident listed in a facility task
can be viewed in the Resident Initial Pool Notes field or by clicking the resident
name in the facility task resident list.

View Resident Initial Pool Notes

For any surveyor who took notes for a resident added to a facility task, those
notes are viewable in the notes area for the facility task.

To view initial pool notes for residents in a facility task:

= On the specific facility task screen, select Resident Initial Pool Notes for
the notes field.
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You can copy any notes from here and paste into any other notes field. If
you want to include the initial pool notes in the CMS-2567, ensure you copy
and paste the applicable information into the Facility Task Notes since that
is the only information that pulls forward to the Potential Citation screen.

2 :
Motes: Facility Task Nn.‘e‘ @ Resident Initial Pool Notes l
DONALD BYRNES (45) .

|
SURVEYOR3 THREE D000

04/03/19 11:27 AM Resident # 45 On 02/03/2019, the resident weighed 199 Ibs. On 03/31,/2019, the resident weighed 186 Ibs which is a -6.53 % Loss.

04/03/19 11:30 AM they' .:!wé'_.r:. bring water or tea to him when they visit. He looks very thirsty--dry lips, dry skin. Concerned he doesn't get enough fluids.

SYLVIA GATES (2)

SURVERYORL, ONE (XX001) - Nuk
04/03/19 0%:41 AM

Resident # 2 cannat eat wheat/aluten. Bread is alwavs offered he often does not aet the GF bread faone or not affered).

Show Answers for: | Current Surveyor ~

Figure 21: Resident Initial Pool Notes in a facility task

View Surveyor Facility Task Notes

Show Answers for Select All Surveyors to see notes entered for that task
by any surveyor (read-only) after data is shared, or select Current Surveyor

(default) to show only notes entered by you. You must set the filter to Current
Surveyor to enter documentation or answer any CEs.

Notes: -. Facility Task Motes J& Resident Initial Pool Notes
Sala0 100KS Wilted. NO One DRNGING MOre water 1o tapkes, thougn expected, g

SURVEYOR2,TWO (XX002)
| 04/03/19 5:47 PM watched second dining area for dinner, Some said food was cold. Room a bit of a mess,

i
Assistance for wheel chair meant leaving at table, but no other assistance offered.

SURVEYOR3,THREE (XX003)

04/03/19 11:45 AM Resident # 13 asks for coconut creamer during lunch. Only half-and-half available on table, Had to take cheese off of chicken (didn't like
other offenina)

t Show Answers for: All Surveyors =| ) i) Show notes for all surveyors l )
B0%

Figure 22: Facility task Notes field
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Medication Administration

You can view other surveyors’ notes (after data share) in the Med Admin notes
screen—both handwritten and in the text editor.

To review other surveyor Med Admin notes:

1

2

From the Medication Administration facility task, open the Med Admin
screen (click the icon in the upper right).

From the Staff 1D drop-down select a surveyor. Their notes appear as read
only.

Note: You will see the selected surveyor notes in whatever view you have
open. For example, if you only have the handwritten panel open, you will
not see any notes in the text editor.

T e ==
Med Admin
Total Number of Errors 1 Opportunities for Erors 22 Medication Administration Error Rate - % 2]
Page’ 1 |Next Copy Text to Clipboard o Write © Erase {CF
Resident: CD:'(_ Tom Room: () |
. -

BT R ey

Staff ID: |Mallon, Mary -; Show text editor W Show handwriting panel

4 ) i
Mallon, Mary | Select a surveyor to view

Sallc dors their Med Admin notes

Pasteur, Louis |

Figure 23: View other surveyors’ Med Admin notes

Investigation Notes

Two Notes fields are provided on investigation screens:

Investigation Notes

Notes specific to the investigative area for the current resident.
Investigation Notes apply only to the current investigative area. Initial pool
notes for the investigative area appear under the Investigation Notes.

Resident Notes

General information about the resident available to any investigation the
resident is associated with. Resident Notes carry over to all investigative
areas for the resident.

Use the radio buttons to toggle between Investigation Notes and Resident
Notes.

Select Show Answers for All Surveyors to show notes entered by any surveyor
(read-only) after data is shared, or select Show Answers for Current Surveyor
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to show only notes entered by you. You must set the filter to Current Surveyor
to enter documentation or answer any CEs.

Notes: ‘ @ Investigation Notes ' Resident Notes

@M@ N7 X0 B UL OO M segoelt L 12pt+ | B 1

04727719 10:39 AM Resident #2 cannot eat wheat/gluten. Bread is always offared he often does not get GF bread (gone or not available)
04/29/19 12:45 PM Noted breadcrumbs on casserale; other options almost gone. Mot much for an alternative,

Show Answers for: |Current Surveyor - | i ————

Figure 24: Investigation Notes field

View Body Map and Drawings for any Surveyor

You can view other surveyors’ drawings (after data share) in the investigation
notes screens—body maps for pressure ulcers and abuse; drawn/handwritten
notes in other investigations, and the dining and kitchen facility tasks.

To review another surveyor’s drawings:

1 From the investigation, open the Draw or Body Map screen (click the icon in
the upper right).

2 From the Staff ID drop-down, select a surveyor. Their drawings appear as

read only.
LT vy -
< Drawing
Page: @ write O rase (g}

o)
et

WY

J %

Nightingale, Flo
Salk, Jonas
Pasteur, Louis

SurD

Select surveyor to
view their drawings

Figure 25: View other surveyors’ investigation drawings

Notes History

The History feature in Surveyor Notes, Facility Task Notes, and Investigation
Notes allows you to view the notes you have previously taken in your current
survey. If you deleted, lost, or edited any text that you may want to include,
you can find the information by selecting the time stamp before the text was
changed or removed. The system saves your notes every two minutes or when
you close the Surveyor Notepad or leave the facility task or investigation screen
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ensuring that you will never lose more than two minutes of work. If no change
is made to the notes within two minutes, that time stamp will not appear in the
list.

The history is saved locally and does not get transferred when you data share.
The system automatically deletes the notes history after 90 days.

To view Document History:

1 From the Surveyor Notes window or the notes field in a facility task or
investigation, click the History button on the notes toolbar to open the
Document History window.

|[ Surveyor Notes *-.pg
| @®@ N\~ X@F B I U2 O uw)egoeul - 12pt - ]

|| 02/15/1901:33 PM Resident # 11 was walking in corrmig= mat was out of place and
| L he tripped, Caught himself on wall or would have fallen]
Li.he tripped, Caug e Jaten, § m

it A il
Figure 26: Example of a Notes History button in the toolbar
2 Select a note by the time stamp in the left-hand pane. The notes for that

time appear on the right. Use the scroll bar to review the entire note, if
necessary.

You can copy and paste all or any portion of the notes into your notes, any
other notes field, or any text editor.

3 Click the X in the upper right hand corner to close the Document History
window.

S 222222
11/16/2018 3:14:45 PM Matrix : Alz/Dem, Antibiotics, Antidepressant, Diuretic, Opioid - CIOSE
11/16/2018 3:21:21 PM

08720728 10:14 AM resident resting in Offers no complaints. Shares his -
11/16/2018 3:21:54 PM oy sbout r-u:;i :.::::-.r rd'm"irxnr-.;r had atm srepacedand |
11/16/2018 3:25:52 PM [ that he had several biadder stones removed. Is jovial. Told me a joke. Lef:

Fhouicer pain 310w this ome. "1 have Thas probiem off and on since my

11/16/2018 3:27:46 PM e

11/16/2018 3:31:48 PM Dining Oesenation for moan meal an 2012 $=1 Notes from
11/16/2018 334:00 PM | somor o e ey s amin seaaramacaieesinerasd | selected time
11/16/2018 3:34:16 PM

08/20/18 11:53 AM  dozing off again while chewing his food approx 80W of
maal e Uses 2 Sviced plate

Select Date/Time
to view
Surveyor Notes

11/16/2018 3:41:04 PM
11/16/2018 3:46:36 PM
11/16/2018 3:50:36 PM
11/16/2018 3:50:57 PM
11/19/2018 12:37:22 PM

CE 2018 12000 PM  sating again. daing well feacing 18 with right hand

==™ Resize
-l panes

ting. Driniing a diet coie. Spprom 708

Be wirl nOt Cosed. transfer with 2 aisist with
d wall in wifc. resident given his brush and
iy Large beuiies to top right FA

OB/21/18 08:11 AM Breetant medl rsicent et No doting o Independently
wating his breaifast with no problems noted

0821718 1004 AN i to intarview resident and imemaciatey Telis me s right
1 harTag "It hurts 2417 Bad the madcatons Rl only B Fre. | il get

Figure 27: Surveyor Notes Document History window

Note: The Show History option is not available when the Surveyor Notepad is
pinned to the list or card view screens. Unpin the notes to access the history
function.
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Reports and Attachments

A number of LTCSP reports and forms are available to view and print as needed
during the survey process. You can add supporting and supplemental material
as attachments.

Generate Reports

The Reports option provides access to a variety of reports. Click the Reports
icon (or press Alt + P) from any screen to generate, view, and print reports.

1 * | SURVEYOR-XX002
=
»| | SURVEYOR-XX0D2 o
B e e R e A

Figure 28: Reports icon

The Reports window is context sensitive. Depending on the screen you are on
when you click the Reports icon, different reports appear in the top section
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(Reports associated with the current view). The bottom section lists all other
LTCSP reports.

Select Name
O Complaint and FRI Residents

=) Investigation Report

Residents Marked for FI by Care Area

Residents Marked for FI by Resident

Unnecessary Medication Selected Residents

Reports associated with the current view

Description

Complaint and FRI information entered
during Offsite Prep

Lists residents marked for Fl included in 3
the sample or not included in the sample

List of residents marked for Further
Investigation grouped by Care Area

List of residents marked for Further
Investigation

Unnecessary Med information for
residents selected for the Unnecessary
Medication review

All Other Reports

Name

Beneficiary Notice Worksheet

Entrance Conference

Description

Worksheet provided to the facility for
.:D['I'll:.'i‘.?[i.')l'l of the SNF Benefici

Protection MNotification Reviews

Lists information gathered during the
Entrance Conference meeting and may be
used for IDR or appeal purposes

@l Run Reports]

Figure 29: Reports window opened from Finalize Sample

To generate a report:

1

On the Quick Access menu. click the Reports icon.

_Or_
Press Alt + P.

In the Reports window, select one or more reports.

Report(s) related to the screen you are on, appear in the top of the window.

Click the Run Reports button at the bottom of the window.

A PDF of each report is generated.

Click the X in the upper right of the PDF window to close it.

Click Done to close the Reports window.
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Use the “Immediate Jeopardy Template”

If you need to conduct an 1J investigation, the “Immediate Jeopardy Template”
is available from Reports. You can fill in the writable PDF form on your tablet.

To use the “Immediate Jeopardy Template”:
1 From the Quick Access menu. click the Reports icon.
—or-
Press Alt + P.

2 Scroll to the Immediate Jeopardy Template listing and click the icon to

open.
Repaorts - [m] x
O Facility Tasks Lists all Facility Tasks with associated tags, :
notes etc.
ﬁ Immediate Jeopardy Template Worksheet to use when ruling out 1J
)] Initial Pool by Resident Lists initial pool resident assignments

ists initial | residents gr d b,
s Lists iniil pool residents groupegtin e,

IV‘P CtedTags 7 777 7T fhatfeporissnonedéd by emoving |

citation and resident notes v

Done| |Run Reports

Figure 30: Immediate Jeopardy Template listed in Reports

3 Enter information into the template. Once you have entered some text,
from the File menu, select Save As (or Shift + Ctrl + S) to save the PDF
and automatically attach it to your LTCSP survey.

= The Save in recent folder dialog opens. Select the default directory (if
you change the directory, the system will not be able to attach this
document).

= Click Save in the Save As dialog and Yes to overwrite the file. The
system automatically names the form with the event ID and the
surveyor ID (eventlD-surveyorlID-1]_Template.pdf).

= Close the document and click Attach in the File Open in Another
Program dialog. The system automatically attaches the document and
lists it on the Attachments screen. Enter a description for the 1J
Template on the Attachments list.

Tip: If you close the “Immediate Jeopardy Template” and want to make
changes, use the Edit button on the Attachments screen (see
below). When you use File | Save As again, the system attaches the
updated version of the document to the survey with a new date/time
stamp.
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4 If you want to add a new “Immediate Jeopardy Template” once you have
already created and saved one (e.g., if you have more than one FTag cited
at IJ and you only list one FTag on each template), open a new template
from Reports. Answer Yes to create a new document or No if you want to
edit an already existing template.

If you click Yes to create a new template, from the File menu, select Save
As (or Shift + Ctrl + S) as before to save and attach a new copy of the
template. The system automatically assighs the Immediate Jeopardy
category. To help keep multiple copies of the “Immediate Jeopardy
Template” straight, enter a description on the Attachments screen for each
(see below).

Add Attachments

During a survey, you may want to attach forms and other documentation that
support the investigation. Files attached in LTCSP are included in the data
sharing process, and also appear in ASE-Q Tree view and Citation

Manager | Attachments.

Attachments

Filter
attachments

Drag or paste files to add as attachments. Image snapshots are ako supported.

Filter by category:

.QXMII-SO‘IEQ'IJ_TEH‘INE‘!E.pdf 1} for unsafe conditions 03/04/20 01:42 PM  Categeny: Immediate Jeopardy ~ ] Immediate Jeopardy .
maintenanceRecords.doo: supporting doc for 1J | 03/03/20 0315 AM  Category: immediate Jeopardy ﬂ \View,  |Delete 7
medinfoRes33.tet pec for res#33 | 03/03/20 10:12 &AM Categony: [Edit View Delete
pecSareenshotpng Res246 | o304200142PM  Category: edit| View Deletel / ’

IEdlt attachment r I

View attachment

Delete attachment

List of IDescription I I Date/Time I
ttachments

— | Paste document 3
I Paste from Clipboard Wil oI image to add
as an attachment

Figure 31: Attachments screen

The Attachments icon on the Quick Access menu opens the Attachments
screen where you to attach files to the survey; it is available from all screens.

Attachments uploaded from LTCSP are limited to 4 MB in size. Anything larger
must be uploaded from ASE-Q.

The same file types can be attached in LTCSP as in ASE-Q:
e Microsoft Word documents
e Microsoft Excel spreadsheets
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e PDF documents
e Images: jpg, png etc.

You can either copy and paste or drag and drop an attachment.

To
1

To

To

To

copy and paste a screenshot:

In the Quick Access menu, click the Attachments icon (paper clip).
-or-

Press Alt + A.

e Press Ctrl + Alt + Print Screen or use the Windows Snip tool to grab
a screenshot.

On the Attachments screen, click the Paste from Clipboard button at the
bottom of the screen to add.

You will get an error message if the file is larger than 4 MB.

Click in the text box to the right of the file name and enter a brief
description.

Click View to see the screenshot.

copy and paste a file:

Open the Attachments screen.

Copy the file from Windows Explorer.

Repeat steps 3-5 above.

drag and drop an attachment:

Open the Attachments screen.

Drag a file from your desktop to the Attachments screen.

Repeat steps 4 and 5 above.

confirm an attachment is in ASE-Q:

Open ASE-Q.

From the Tree view:

e In Tree view, locate the applicable LTC survey.

e Expand the Attachments node and verify that the attachment is listed.
—or-

From Citation Manager:

e Right-click the survey and select Citation Manager.

e Click the Attach button.

User’s Guide
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To edit an attachment:

1

On the Attachments screen, click the Edit button for the attachment. The
attachment opens in the default program for the file type (excluding
scanned or read-only documents).

Update the document. From the File menu, select Save As. You must use
the Save As option and not just Save to have the updated version of your
document attached to the survey.

= The Save in recent folder dialog opens. Select the default directory (if
you change the directory, the system will not be able to attach this
document).

= Click Save in the Save As dialog and Yes to overwrite the file.

Close the document and click Attach in the File Open in Another
Program dialog. The system automatically attaches the document and lists
it on the Attachments screen.

The document changes are saved in LTCSP and the date/time stamp
updates to the time you made the changes.

TiP: You must use Save As to have your updates automatically saved to
your document already attached to your LTCSP survey. If you just save
a document, the system won't update the attached document and you
will have to attach the updated version to LTCSP.

To view an attachment:

1

2

On the Attachments screen, click the View button for the attachment. The
attachment opens in the default program for the file type.

Review the information. If you make any changes that you wish to include,
you cannot automatically attach the file since it is in Read-only mode. Follow
the above directions to attach the updated document to your LTCSP survey.

To filter attachments:

1

2

On the Attachments screen, click the Filter by Category drop-down
menu and select the Immediate Jeopardy category (this is currently the
only available category).

The screen lists only those attachments assigned the Immediate
Jeopardy category.

To to show all the attached documents again, click the Filter by Category
drop-down menu and select the blank line.

To delete an attachment:

1

On the Attachments screen, click the Delete button for the document.

The filename and description appear with a strike through, but you can still
view the document.

38

3/19/20 LTCSP 11.9.1



Data Sharing

2 To restore the attachment while it is still visible in the list, click the
Undelete button for the document.

3 To permanently delete attached file(s) marked with a strike through, click
Delete Marked Attachments at the bottom of the screen.

The attachment(s) disappear from the list.

Data Sharing

The LTCSP application includes functionality to facilitate data sharing between
Team Coordinators (TCs) and team members as they prepare for and conduct
a survey. LTCSP has one data sharing screen that provides all methods of data
transfer—no difference for RO users. You can share encrypted data using a:

e File stored on a USB drive or anywhere on a shared system
e Secured wireless network

e Secured wired network

Each team member’s data is first shared with the team coordinator, then the

TC shares the data with all team members to ensure that updates are correctly
recorded and the TC and all team members are working with the same survey
information. Data sharing is always performed between team members and the

team coordinator. Team members cannot share data with other team members
directly.

Open the Data Sharing screen

The Survey Team Data Sharing screen looks the same for team members and
the team coordinator, but the options and instructions are different depending
on your role.

User’s Guide 3/19/20 39



LTCSP Procedures

To open the Survey Team Data Sharing screen:

= Click the Data Transfer icon in the Quick Access menu, or press Alt + D.

Survey Team Data Sharing

Team Coordinator

Show Advanced

MALLON, MARY 04-04-18 10:04

SWOOPES, SHERYL  03-19-18 09:35 = 192.168.1. 6

XX001 CURIE, MARIE 03-19-18 09:34 *| 1921681 2
XX002 SALK, JOMAS 03-19-18 09:324 - 192.168.1, 3
" X MNIGHTINGA F ) y L L = 192.168.1.

Assign Leader |Reload Server List

Share Data Using A File

1. Select Team Members to share data with
2. Insert correct flash drive
3. Select Send / Receive Data

Send Data

Receive Data

Share Data Using a Network (Team Leader Only)

1. Select Team Members to share data with

2. Ensure selected Team Members have a server defined

3. 1f the server list does not show the server for the team member, their IP address can be entered instead
4. Select Share Data Now

Share Data Mow

e P PRSP e PP S S e S SR 3 S S AP S S "

Figure 32: Survey Team Data Sharing screen

The blue diamond next to the name in the team roster section at the top
indicates the team coordinator. If you need to reassign the TC role to a different
survey team member, you can select the desired team member and then select
the Assign Leader button. The blue diamond indicator then appears next to
the newly assigned TC.

The Last Update Date column displays the last date and time data was
shared. When sharing data using a file (USB), this is the date and time of the
most recent data send/receive action for the associated surveyor. When sharing
data using a network (wired/wireless), the date and time indicate the most
recent transfer for both the team member and team coordinator.

The Server column lists IDs of servers using an LTCSP database that are
connected to your secured network. You can select the Reload Server List
button to refresh the list to see any connected team members.

The Machine ID (IP) column allows you to enter another team member's
computer IP address if necessary, when data sharing using a wireless network.
The computer assigns each machine a unique IP address when it is connected
to a wired/wireless network, so every survey team member should verify their
IP address before data sharing.
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The System ID column lists the resident ID number assigned to each of the
surveyors. This number is used to identify the resident ID range assigned to
each team member. This assures that if surveyors add residents, they’ll have
unique resident IDs.

Reorder the columns by clicking the column title and dragging to desired place.

Share Data by USB/File

To share LTCSP data by file, the file is first sent to a transfer file on a flash drive
(USB), or a drive on a shared system. Then the data is received by pulling it
from the transfer file to the destination computer where data is updated
accordingly. Regional and Central Office (RO/CO) users must adhere to
additional security requirements when sharing data using a USB/File.

To send data to a flash drive for sharing:
1 Open the Survey Team Data Sharing screen.
2 Insert the flash drive into your computer.

3 Onthe Survey Team Data Sharing screen, select the team member(s) for
data sharing if you are the team coordinator (The TC may select multiple
team members to share data with). If you are a team member, you must
select the team coordinator.

Team coordinators can share data with all team members, but team
members can only share data with the TC.

4 In the Share Data Using A File section, select Send Data.

5 In the Select the Drive/Folder you want to transfer to window, select
the USB as your transfer location.

The default transfer filename is <EventID>-<Surveyor ID>, e.g.,
2EN911-50250.

6 Select Open to initiate the data send.

A Transfer Progress window appears (often very briefly). When the data
send is complete, a notification lets you know if it was successful or not. If
the transfer failed, this window lets you know what didn't transfer, and why.

7 If the data send was successful, select OK.
To receive shared data from a flash drive:

1 If necessary, open the Survey Team Data Sharing screen on your (the
receiving TC’'s/member’s) computer.

2 Insert the flash drive with the sent data into your computer.

3 In the Share Data Using a File section, select Receive Data to pull the
data into your machine.

Since you're receiving from a flash drive, it is not necessary to select names
in the team roster section.
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4 In the Select the Drive/Folder you want to transfer from window,
select the location and file to receive (<EventID>-<Surveyor ID>, e.g.,
2EN911-50250).

5 Select Open to initiate the data transfer to your computer.

A Transfer Progress window appears (often very briefly). When the transfer
is complete, a notification lets you know if the data receive was successful
or not. If the data share failed, this window lets you know what didn't
transfer, and why.

If the data share was successful, select OK.

7 Select Open to initiate the data transfer to your machine.

The Transfer Progress window appears. For the team coordinator, conflicts
(if any) are listed during the transfer process for resolution.

8 When the transfer concludes successfully, select OK in the confirmation
message.

The survey on your machine now contains the updated information that the
TC sent.
More ...

“Open the Data Sharing screen” on page 39
“"RO/CO Data Share Using USB/File” on page 44
“Data Sharing Checklists” on page 220

Share Data Via Email

From LTCSP, you can email a survey with associated LTCSP data to one or more
recipients, by creating a data share file containing the survey as an attachment
to the email.

To share data via email:

1
2

Save the survey file to data share to a file location on your computer.

Open your email, and attach that file to an email message to the desired
team coordinator/team member (TC/TM).

The receiving TC/TM saves the attached data share file on their computer.
On the Survey Team Data Sharing screen, select Receive Data.

If you are the TC, you must select the TM you are receiving the data share
file from, and then select Receive Data.

In the Select the Drive/Folder you want to transfer from window,
select the location and file to receive (<EventID>-<Surveyor ID>, e.g.,
2EN911-50250).

Select Open to initiate the data transfer to your computer.

The Transfer Progress window appears. For the team coordinator, conflicts
(if any) are listed during the transfer process for resolution.
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7 When the transfer concludes successfully, select OK in the confirmation
message.

The survey on your machine now contains the updated information that the
TC/TM sent.

Share Data Across a Network

Survey team members can share encrypted LTCSP data across a network with
a secured wired or wireless connection. A wired connection exists when
multiple computers are physically connected to each other, or to a secured
router with a cable. A wireless connection exists when multiple computers
access the same secured wireless router.

Only the team coordinator can initiate data sharing across a network, whether
wired or wireless. The procedure is the same for both. Data is copied across the
network from specified team member(s) to the TC’s computer, then the
updated data is copied from the TC’s computer back across the network to the
team member(s).

Note: A TC can initiate data sharing using a network at any time during the
survey.

To share data across a network:

1 If necessary, connect any computers from/to which you want to transfer
data.

That could mean connecting to the team's secure server with a cable or
wirelessly, or in the case of a direct connection, plugging a cable into the
team member computer(s) and team coordinator's computer.

Open the Survey Team Data Sharing screen.

3 Select the checkbox to the left of the surveyor(s) you want to share data
with.

4 For each selected team member, select the applicable Server (computer).

Tip: You may need to select Reload Server List to make sure the list of
server IDs is current. The search and update may take several
minutes. If the Reload Server List function does not find a team
member's server ID when data sharing over a wireless network, you
can enter the team member’s computer IP in the IP column to
complete the transfer.

5 Select Share Data Now to initiate the data transfer.
When the data share begins, the Transfer Progress window appears.

Message(s) appear if there is an issue with starting the transfer, e.g., you
selected a server ID but not the checkbox for a surveyor.
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Notification(s) appear when data conflicts prevent synchronization, e.g., a
resident is assigned to two surveyors. The LTCSP application uses
pre-defined rules to resolve most data conflicts, but if a notification appears,
you (the TC) must resolve the conflict.

6 When the transfer and synchronization concludes successfully, select OK in
the confirmation message.

This confirmation indicates that the survey data was first copied from the
selected team member(s), then to the team member(s). That is, the survey
data was copied from the team member(s) to your computer and then the
updated survey data was sent back to the team member(s).

More ...
“Open the Data Sharing screen” on page 39

“Data Sharing Checklists” on page 220

Data Sharing for RO/CO Users

Regional Office, Central Office, and CMS contract (RO/CO) users must adhere
to additional security requirements when sharing data, both when using a
USB/file, or wired/wireless methods. When a survey team consists of state and
RO/CO users, special measures must be taken.

e The survey team must use the state configuration.

e Some states may provide an RO user with a pre-configured state computer
for the survey. In these instances, the state configuration is used, and there
are no special considerations.

The following instructions are for RO/CO users if the state survey team is data
sharing using a USB drive/file or a wired/wireless connection.

RO/CO Data Share Using USB/File

Although LTCSP automatically encrypts the data when it is shared, RO/CO users
are required to encrypt any USB/flash drive in order to send and receive files
on it. For survey teams with both state and RO/CO users, data sharing using a
USB drive may not work due to incompatible encryption methods, and testing
whether it works may end up encrypting a flash drive and making it unusable.
In that case, it may be necessary to share files via email.

To send data to a flash drive for sharing:
1 Open the Survey Team Data Sharing screen.
2 Insert the flash drive (USB) into your computer.

3 When you insert a USB stick into an RO/CO user’s machine, the CMS Check
Point Encryption application automatically asks to encrypt the USB stick if it
is not already CMS encrypted.
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To

Note: If the USB has embedded default encryption, it must be formatted in
FAT32 format (Standard format for removable devices). CMS Check Point
encryption automatically creates dual partition storage on the stick: Drive
E: Business related (Encrypted by CMS), and drive D: Non Business (no
encryption).

Enter and confirm a password for the USB stick encryption, then select
Continue.

Both sender and recipient must use the same password.

On the Survey Team Data Sharing screen, select team member(s) for
data sharing if you are the team coordinator. If you are a team member, you
must select the team coordinator.

Team coordinators can share data with all team members, but team
members can only share data with the TC.

In the Send Data Using A File section, select Send Data.

In the Select the Drive/Folder you want to transfer to window, select
the USB as your transfer location. i.e., Business Data - Encrypted (E).

The default transfer filename is <EventID>-<Surveyor ID>, e.g.,
2EN911-50250.

Note: For Non Business storage, any files coming out from the CMS laptop
cannot be saved to a D: non-Business storage location (with no encryption).

Select Open to initiate the data transfer.

A Transfer Progress window appears (often very briefly). When the transfer
is complete, a notification lets you know if the data share was successful or
not. If the data share failed, this window lets you know what didn't transfer,
and why.

If the data share was successful, select OK.
receive shared data from a flash drive:

If necessary, open the Survey Team Data Sharing screen on your (the
receiving TC's/member’s) computer.

Insert the flash drive with the sent data into your computer and enter the
encryption password if asked.

Both sender and recipient must use the same password.

In the Share Data Using A File section, select Receive Data to pull the data
into your machine.

Since you're receiving data from a flash drive, you don't have to select
names in the team roster section.
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4 In the Select the Drive/Folder you want to transfer from window,
select the file to receive from the E drive or Business Data - Encrypted (E)
location, and select Open.

A Transfer Progress window appears (often very briefly). When the data
share is complete, a notification lets you know if the data share was
successful or not. If the data share failed, this window lets you know what
didn't transfer, and why.

5 If the data share was successful, select OK.

RO/CO Data Share Across a Network

RO/CO computers are already configured to share data across a secured wired
or wireless network. However, you are required to disconnect from the CMS
Cisco Connect VPN before you can begin sharing your LTCSP data.

After you have disconnected from the CMS Cisco Connect VPN, the process for
sharing data using a network is the same as the state method.

To disconnect from CMS VPN:

1 Launch the Cisco AnyConnect Secure Mobility Client application from
the desktop or system tray, or you can search for it in the Start menu.

2 On the Cisco AnyConnect Secure Mobility Client window, select
Disconnect.

Note: Internet access and CMS email will be disconnected.

To reconnect CMS VPN:
1 Connect to a secured network location or internet access point.

1 Launch the Cisco AnyConnect Secure Mobility Client application from
the desktop or system tray, or you can search for it in the Start menu.

2 0On the Cisco AnyConnect Secure Mobility Client window, select
Connect.

3 Enter your PIV card PIN.

After connecting successfully, you can minimize or close the Cisco
AnyConnect Secured Mobility Client window.

More ...
“Share Data Across a Network” on page 43
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Team Meeting

The Team Meeting screen is available only to the team coordinator. The survey
team meets as needed throughout the survey. The Team Meeting screen
provides information to facilitate team discussion. Some information is entered
by the TC, and some information is automatically updated each time the TC
opens the screen. After data sharing with the team, all team members’ data is
included on this screen.

Day 1 questions deal mainly with the initial pool such as how many residents
each surveyor included in the initial pool. Day 1 also lists remaining work that
each surveyor needs to complete for their initial pool. Day 2 questions focus
more on concerns and survey workload such as how much work each surveyor
has left. These questions help the team gauge the status of the survey and
make decisions for the next steps.

To enter and review Team Meeting information:
1 From the Navigation menu, select Team Meeting.

The Team Meeting screen opens to Day 1.

Team Meeting

Day 2 or Later
Vere any offsite selected residents discharged?
RUTH MATHEWS
JAMES MCCLOUD
Ensure all offsite selected residents were included in the initial pool, unless discharged
Mo results found for this guestion.
Was at least one resident who smokes included in the initial poel?

UEUTENANT COLUMBO

Was at least one resident whe is on transmission-based precautions in the initial pool?

Notes
@EeN\” XBEnBI/UOG

Figure 33: Team Meeting screen—Day 1

2 Review and enter Day 1 team meeting information and notes about any
issues.

The system indicates if no information is available for system-generated
entries.
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3 To enter and view Day 2 or later team meeting information, select Day 2 or
Later.

Team Meeting

Surveyor - CURIE, MARIE Resident - INSPECTOR CLOUSEAU
Surveyor - NIGHTINGALE, FLO Resident - FRED FLINTSTOME

Does the sample need to be expanded to rule out SQC?

What is the status and pertinent information for ¢
Complaint for James Bond in progress

What pertinent findings does each surveyor have (ensure you review and address all prior reported concerns)?

MNotes

@B N” X0 BIUOG

Figure 34: Team Meeting screen—Day 2 or Later

4 To print Team Meeting information as a report, click the Reports icon in the
Quick Access menu, select Team Meeting Notes, and click the Run
Reports button at the bottom of the dialog box.

Offsite Preparation

Before going out on a survey, the TC must do some preparation. The Offsite
Preparation screen in LTSCP provides a place where the system automatically
enters some information and the TC enters other information. This information
helps guide the survey team while on the survey.

For example, to help ensure that a survey team covers the entire facility, the
TC assigns areas of the facility to each survey team member. For this purpose,
the TC uses the facility floor plan on file (for a recert, not an initial certification)
and divides the facility among the team to ensure every area is covered. The
surveyors screen all the residents in their assigned area.

If the survey is a combined complaint survey, complaint data is pulled from
ACTS and appears in the LTCSP Offsite Preparation screen. The TC should
review the complaints and make assignments as applicable once the survey has
been imported.

Note: For specific instructions on attaching complaints to an LTCSP survey,
refer to the LTCSP Complaints Guide posted at
https://gtso.cms.gov/software/ltcsp/reference-manuals.
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Offsite Preparation

Enter Offsite Prep Information

Only the team coordinator can make changes to information on the Offsite
Preparation screen in LTCSP; however, all team members can view the

information.

To enter offsite prep info:

1 From the Navigation menu, select Offsite Prep.

Some information has already been provided.

Long-Term Care Survey Pracess

Provider Information

Facility and
Administrator

Facility Name:
Administrator
Name:

TRAINING NURSING HOME

IRENE CURIE

Review Prior to Visit

Add relevant
information before
the survey

patterns of repeat deficiencies:

Review complaints since the last Standard survey:

or citations for complaints?

Add relevant abuse,
waiver, and active
enforcement information
before the survey

Note any federal waivers/variances for onsite review:

Ombudsman Name:

Add Ombudsman § Ombudsman Contact 5
: : ; M/dd/yyyy Lo
information e 1l

O Phone
Number:

Team unit assignments:

Add team area
assignments

Review the CASPER 3 report to determine whether the facility has any =

Active Complaints and FRls that will be investigated during this ﬁ
H H SUnvey:
If combined cor:nplalnt Intake Id Type Complaint Resident LTCSP Resident - Room ___ Offsite In Pool_Initial Pool ;
survey, active -
complaints and FRIs by 0 T
from ACTS O oo20za0e R ANONYMOUS, ANONYMOUS  |FACILITY, FACILITY -
e

¥ wyoozoospy  COMP Bird, T |BIRD, TWEETY - 00304
<) Ny 700 COMP Bond, Jim |eon, Janes - nos2a - o |x0002-5ALK
) NY00202811 COMP(ST)  Woodpecker, W

Was abuse cited on the prior standard survey or have there been any abuse allegations —

[ [
Offsite Preparation

Survey Information b

Current survey ID and
| Previous survey date

EBW211

Previous Recertification
Survey Date: 10/17/2016 L]

Event ID:

1 &

Results from the last Standard Survey:

Review facility reported incidents (FRIs) since the last Standard survey:

Note any active enforcement cases (resident/issues/dates/reason) that
shouldn't be investigated:

Ombudsman Area(s) of Concern:

Figure 35: Offsite Preparation screen

2 Inthe Review Prior to Visit section, enter patterns of repeat deficiencies,
results from the last Standard survey, complaint/FRI history, and active
complaint/FRI information (e.g., specific allegations).

3 Ifacombined complaint survey, review and make assignments in the Active

Complaints and FRIs section.

4 Answer the abuse question below the Active Complaints section.
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9

As applicable, add federal waivers/variances, active enforcement cases, and
Ombudsman information.

Scroll to the bottom of the screen to the Team unit assignments section
and enter team assignments.

Open the Facility Tasks screen to assign mandatory facility tasks.

From Reports (see “"Generate Reports” on page 33), print the Facility Matrix
with instructions, the Entrance Conference Instructions, and the Beneficiary
Notice worksheet.

Share offsite prep data with the team.

Active Complaint and FRI data

When you have a combined complaint survey, the active complaint and FRI
information is pulled from ACTS when you export the survey from ACO and
appears on the Offsite Preparation screen. The TC can use this information to
add complaints/FRIs to the survey

For each complaint or FRI the TC can:

e Review intake information

e Select complaints/FRIs to be included with the survey (you will receive
a warning if you select more than 5 for the initial pool; you can add more
to the survey later by initiating an investigation)

e Match complaint/FRI residents to MDS residents or add a resident not in
the MDS resident list
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Active Complaints and FRIs that will be investigated during this
survey:

Intake Id

Typ omplaint Resident

‘ NY00202800 )

LTCSP Resident - Room Offsite In Pool Initial Pool Surveyo

IView Intake notes F Aly

Y1

Intake Notes:

Tha facility is dirty and thare are mot encugh people on the
bousekesping team. Tha Escility is Large (530,000 square fnet) and
thare are curreenly oaly 3 seaff members ausigned to bousskieeping
<hores

Tha conmmon areas are probabiy tha claanast 2s the bouseloesping.
taazm s oen told o focus on. areas that have the highest visbility
oy sesadenss, thais farailies or potential eliests taking 3 tour

Close

ntify LTCSP Areas:

* |nitial Pool Care Areas

jtly Add New Investigation
or Add Facility Tasks

= |aclosed Record

FACILITY, FACILITY -

Figure 36: Active Complaint and FRI section of the Offsite Preparation screen

View Allegation
notes

= NY0O202809

Reported resident

ExpandiCollapse < R
information Sl
Ommm; S

NYD0202799

Allegations:
P Resident/Patient/Client Abuse - Employee to Patient
- -~

COMP Bond, Jim

i

FACIUTY, FACILITY -
|BIRD, TWEETY - 00304

[eonD, sames - 00823

Identify LTCSP Areas:
Add Initial Pool Care Areas

nvestigation

Link or Add Facility Task

Add appropriate
LTCSP areas

COMP Hound, Huck

Panther, Pink

| NY00202811 COMP(ST) Woaodpecker, W
By Y

PRSI R, e — PR e — - — P

Add a Closed Record

HOUMD, HUCKLEBERRY - 00512 -,

PANTHER, PINK - 00341

Match anonymous complaints/FRIs to the Facility

2

Care Areas: Choices

Activities

Add applicable initial pool care areas, investigations, or facility tasks
Assign selected complaints/FRIs to surveyors

Add new resident

Facility Tasks:
Closed Racord:

"

Assign "Facility" when
no resident identified

Selectto add to
initial pool

30136-SALK
4

Care Areas: Activities

Accident Hazards

Assigh surveyor
30129-MALLON _+ 4™

Investigations: Accidents
Activities
Behavioral-Emotional

Choices

LTCSP areas added
to Complaint

Facility Tasks:
Closed Record:

Match facility resident

After reviewing the complaints and FRIs, the TC determines which should be

added to the initial pool. Those complaints and FRIs added need to be assigned
appropriate LTCSP areas and then assigned to a surveyor. All this can be done
from the Offsite Prep screen.

To add a complaint/FRI1 resident to the initial pool:

1

2

On the Offsite Preparation screen, click the Expand/Collapse arrow to
view the Complaint/FRI information.

Click the Intake number or the Allegation name to view the notes (usually
one of the two has been filled out). Click Close to close the notes box.

Identify the complaint resident and select from the LTCSP Resident

Roster.

Resident to the MDS name and select.

In the LTCSP Resident Roster, scroll to match the reported Complaint

If the resident is not in the list, click the Add New Resident icon to add

the resident to the survey and then use the roster to add the new
resident to the complaint or FRI.

If no resident has been identified, select Facility, Facility from the list.

The system then adds this to all anonymous complaints and FRIs.
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4 Based on the allegations, select the appropriate LTCSP area(s) for the
complaint or FRI resident. These links become active when you assign the
LTCSP Resident.

Add Initial Pool Care Area: Associates the complaint resident with a
care area on the Interview/Observation/Record Review screens. A
Complaint link appears next to the assigned care area.

Directly Add New Investigation: Use the Initiate One or More
Investigations dialog to select investigative area and assign a surveyor.

Link or Add Facility Task: Select one or more tasks to add to the
survey for the complaint.

Add a Closed Record Review: Select the Reason and provide a
description.

LTCSP areas added are listed on the screen.

5 When you decide to add a complaint resident (or Facility) to the initial pool:

Note: You can add an investigation to any complaint/FRI resident without
adding them to the initial pool.

Select the checkbox in the In Pool column—this also activates the
surveyor drop-down list and updates the Initial Pool status to Yes in
Resident Manager.

In the Initial Pool Surveyor column, select a surveyor—this
assignment also appears in Resident Manager.

Note: If you select more that five complaints/FRIs to add to the initial pool, a
warning appears. For detailed instructions on complaints, refer to the Long
Term Care Survey Process (LTCSP) Procedure Guide (In LTCSP: Navigation
menu | Resources | Procedures Guide).

Complaints and FRIs Information during the Survey
The Complaint or Facility Reported Incident subgroups are added to the

selected residents. A Complaint link appears on any relevant screens—click to
bring up a list of Complaints/FRIs with intakes relevant to that area. Use the
expand/collapse arrows to view the same information that is on the Offsite Prep
screen.
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Initial Pool Care Areas: A Complaint link appears on the Interview,
Observations, and Record Review screens beneath the MDS indicators and
next to any Care Areas linked to a complaint/FRI for that resident.
Anonymous complaints/FRIs links appear for every resident.

IC Long-Temm Care Survey Process o |[@ =
Interview and Observations
[ PUSSYCAT, PENELOPE A (17) Interview Status: Int ble . No PASARROW/DX | | .
Roont: 03 - (tennesy Subgroup e |civite
Admit Date: 04-16-15 Include in sample due to: U Ham Ou |Dignity.
Offsite: hot Selected Subgroup: Complaint e
BMS: o4 = Res-torf
(et D ok
- - rivacy
Complaint links Accomn
. < 5 Persona =
- Resident-to-Resident Interaction Consivon)
_izeesona
esident Interview Suﬂ:_a_er‘
* Have you had any = T Pl
+ Have you reportef Complaint Detalls |i _@_' a2
Intake Id Typ Complaint Resident Complainant D Phg el
~) NY00166268 COMP PUSSYCAT, PENNY COMPLANER, MARTHA (607) 272 [
itios
Complaint/FRI "%:
information o
- Privacy ==
| Dex
Resident Interview
* If the resident hag =
visitor if your roo inds
* Does staff providg [Fatl
+ Do you have priva irat
Fior
- . Eﬂ.dl.OOmS-.!FE. nol IHE
¥ Show probe text (] = — —

Figure 37: Interview and Observations screen with Complaint information

Facility Tasks: COMP appears on main screen and a Complaint link
appears next to the Pathway link in the Function toolbar. For any resident
added to a facility task, a Complaint link appears next to their name in the
resident list.

v L RLARLo IR Rl Te o B LA LNL= 1Y
4
¥

Rining Observation (COMP)

DOO, SCOOBY  (Complaint) 00645 28 01/31/2010 b t
DUCK, DAFFY R (Compiaint) 00520 20 03/09/2015 » :
L R ST S S S S RS S S S S e e S

Figure 38: Complaint notation and links in facility task screens
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Investigations: Comp is noted in the Inv. Reason column and a Complaint
link appears next to the investigation title.

View Cutent Wordoad 7 |
Main Investigations screen: Inv. Reason
Inv. Reason column : =

A Bl el il S

Investigation by Resident - My Investigations'

Complaint link

BOND, JAMES (52)

Room: 00623 Investigation Reason: Accident Hazards (COMP)

Admit Date: 08-30-17 Ltd RG*i

BIMS: 03 | Transfer Investigation Answers to Other Resident| J
B R A S FT P AT A i G et e el il et e g ot el il

Figure 39: Complaint notation and links in investigations screens

Sample Screens: Sample by Resident and Sample by Care Area indicate
Complaint Care Areas. Closed Record Review indicates complaint residents.

Finalize Sample by Resident

w & i B . et Lk A LA 1o
»
o/  BOND, JAMES (52) 6 00623 No 10129 Li
Care Areas: Choices MDS Indicators: pracsure Ulcer(s) Facility Acquired i
Activities (COMP). - . . [}
- . Aoticgagulant without Internal Bleeding
Privacy por_'nplaint on / NOT Receiving Services i
Food indicators }

& el AT
Maodify Care Areas '

B i A Nt e il et A s el o it st e . A . e il e AP i . ol

Finalize Sample by Care Area

~ Accident Hazards (comp) # Further Investigates: 5 # In Sample:

v DUCK, DAFFY R (200 Mo -m 30108
.
Care Areas:  Choices (COMP) — MDS Indicators: anticoagulant without Internal Bleeding
Activities
Hydrati M Depression
Accident Hazards
Modify Care Areas I
V/  BOND,JAMES (52) 00623 No Bo12d
1
Care Areas:  Choices MDS Indicators: procsure Ulcer(s) Facility Acquired {
Activities (COMP) : A
. Anticoagulant without Internal Bleeding J‘
Privacy ROM Limitation / NOT Receiving Services —t W
Food
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S e b s el el B .

Closed Record Review

Figure 40: Complaint notation and links on sample and Closed Record Review screens
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Potential Citations: When a tag that came from a complaint is cited, the
A-Complaint Investigation citation category is automatically selected.

Note: For specific instructions on adding complaints to an LTCSP survey already
in progress, refer to the LTCSP Complaints Guide posted at
https://gtso.cms.gov/software/ltcsp/reference-manuals.

Anonymous Complaints and FRIs

Since no one resident can be linked to an anonymous complaint or FRI, a
Complaint link appears on relevant screens. If a complaint or FRI has been
linked to an Initial Pool Care Area, Complaint links appear for every resident on
the Interview, Observations, and Record Review screens.

More ...
“Assign Facility Tasks” on page 113
“Generate Reports” on page 33
“Data Sharing” on page 39

Entrance Conference

Upon entering the facility, the team gives a copy of the Entrance Conference
form to the facility for them to complete. The Entrance Conference screen
provides a place to enter notes and to check off items on the form as they are
completed.

Multiple documents of various formats can be attached and are transferred as
part of the data sharing process. The information helps guide the survey team
while on the survey.

Note: Only the team coordinator can enter notes for the entrance conference;
however, all surveyors can view the information after data share.
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To enter data on the Entrance Conference screen:

1 From the Navigation menu, select Entrance Conference.

Long-Term Care Survey Process

Entrance Conference

Update Date/

Entrance Conference Date and Time: 04/01/19 11:47 AM Time stamp

INFORMATION NEEDED FROM THE FACILITY IMMEDIATELY UPON ENTRANCE

Check off list items from Entrance
Conference form when received
W/ Complete matrix e facility.

Census num

¥ An alphabetical list of all residents (note any resident out of the facility).
A list of residents who smoke, designated smoking times, and locations.
ENTRANCE CONFERENCE

_] Conduct a brief Entrance Conference with the Administrator.

& Information regarding full time DON coverage (verbal confirmation is acceptable).

Motes:

@Ee N X Bl U2 ©O8 segoeul - 12pt -

» [ &

s,
i ]

04/01/19 11:47 AM Entrance conference rcteﬁ

Resize Notes

Figure 41: Entrance Conference screen

2 Review the screen:

e Entrance Conference Date and Time—automatically records

when the

entrance conference screen is opened for the first time (at the top of the
screen), but if this is not the actual start time you can reset the time and

date. Click Set to update the current Date and Time.

e Entrance Conference form checklist—the TC can check off items as the

facility provides information.
e Notes—area for TC to enter entrance conference notes.

e Expander bar—adjusts the size of the form and notes areas.

3 Enter notes about the entrance conference at the bottom of the screen.

To print the Entrance Conference Instructions for the facility:

1
2

Click the Reports icon in the Quick Access menu, or press Alt + P.

On the Reports screen, select the box for Entrance Conferen

ce

Instructions, which is listed in the first section of the Reports window when

you are on the Entrance Conference screen.

Click the Run Reports button to generate a PDF of the report.
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4 Print the PDF.

5 Click X to close the PDF window and Done to close the Reports screen.

More ...

“LTCSP Notes"” on page 24
Procedure: “Adjust Facility Census” on page 98

Resident Manager

The residents listed in the Resident Manager screens are generated by the
system based on Minimum Data Set (MDS) data. When the survey shell is
exported from ACO/ARO into ASE-Q, the MDS data is used to:

Identify all residents still in the facility with an assessment within the last
180 days.

Calculate MDS indicators for each resident, and then determine facility rates
for each indicator.

Flag residents as offsite selected based on:

- Number of assessments/residents included with the exported survey
shell

- Residents with the highest number of indicators that reflect the facility
rates.

A resident qualifies for the offsite selected group only if they've had an
assessment in the last 120 days.

The Resident Manager screens in LTCSP are used by the survey team to:

Add newly admitted residents who did not have MDS data from the last 120
days and therefore are not listed in Resident Manager.

Identify residents for the initial pool process.
Identify the appropriate subgroup(s).
Update a resident's information such as room number.

Provide access to Interviews, Observations, and Record Review screens for
any resident included in the initial pool.

Provide status of resident interview process to help manage work.
Search for a resident by name or room number.
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Open the Resident Manager

The Resident Manager is opened from the Navigation menu. There are two
different views, List and Card. Surveyors can choose the view they prefer and
can switch between the views.

To open the Resident Manager:

1 From the Navigation menu, select Resident Manager.

This opens the Residents screen in List view.

2 To switch between views, click the Card View or List View icon at the
upper right of the screen.

Resident Manager views

There are two different views that can be used to manage residents:

e List view

The default Residents list view displays residents alphabetically by last
name. Use the Sort function to change the sort as desired and Filter to see
specific residents.

Filter sort Switch to o —
Residents Residents . Card View
I I "
T T Update .Selected Click x
e B riame 8 LSS Resident e . # o clear
)
Do - - D Offsi Bli D _&
[ m annatomee) Add New ( Pasteur-50241 = Search
Resident Residents
[ EBEAR YOGI (36) O 12 29 05-02-18 Offsite Selected + | Nighting-50239 =
E =
™ BIRD, Offsite indicator 05 09 01-03-18 MNighting-50239 =
BOND, JAM 4 [ ¢ 9 4 M1 Offsite Selected Pasteur-50241 = =
Assigned
Initial Pool BROWN, CHARLIE W (12) i 08 20 06-08-17 Mallon-30129 - Surveyor
indicator .
BULDOG, SPIKE P (18) i 13 25  01-26-17 Nighting-50239 =
BUNNY, BUGS (21) ( 15 33 09-23-16
Subgroup
v’ K1 CAT TOM (54) [ 00 20 03-20-12 [ Mallon-30129 -
@ O CLOUsEAU, "“l Further Investigation indicator h@ Offsite Selected Vuing *| | Nighting-50239 =
[ B COLUMBO, LIEUTENANTI (57) i 15 27 05-22-18 Identified Concemn Nighting-50239 =
Int/Obs/Rec Rev @ : Discharge
complete SRR resident
l [ DOO SCO0BY (28) ( ¢ 03 30 051414 Offsite Selected Salk-50240
g? Residents, Initial pool Residents: Current Surveyor-6, All Surveyors-20 , Complaint/FRI ;)
“ —
{ Resident and Complaint info '
Figure 42: Navigation features in Residents screen—List view
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Card view

Filter
=] Residents

 Filter by group:
My Residents

Showing 12 of 14

Show
Complete

Residents

Complete
indicator

Initial Pool
indicator

&

S

Unnassign

urveyor

Add New
Resident

B Gurovcr Mightingale 5238

Incomplete Residents

Further
-fInvestigation
indicator

ko

M Soreor Nightiogale-50239 *_,.-—-'1

M 5ULDOG, SPIKE P (18)
Sacrarged:

Date: 11:26-14

O pea SWEET (40
bcraeged
etgrous

] 7o 25

Individual cards display resident information. The screen title displays
Incomplete Residents and changes to Residents when all are completed.

Switch to
Card View e

Search Qx =

Search
Residents

Update Selected
Resident

Assigned
Surveyor

Discharge
resident

o
[

Figure 43: Residents—Card view

Most functionality is available in both views; however, some functions are easier
to perform in one view versus the other. Surveyors can use their preferred view
or switch between views depending on the task they are performing.

Resident Manager Filter and Sort

The Filter and Sort functions let you display only the residents you need to see.
You can filter residents in both List and Card views by group, and sort residents

in List view by category.

Filter by group: Sort r-
All Residents =| |Name
All Residents A e

My Residents

All Current Sample Residents
Offsite Selected

Mew Admissions

Facility Reported Incidents
Vulnerable Residents
Complaint Residents
Identified Concern

24)

(3

Sort residents:

MName

Room

= Surveyor

Offsite Selected
B MNew Admissions

Vulnerable Residents
Complaint Residents
| Identified Cancern

]

Facility Reported Incidents

S5

e BIMS Room Admit Date In

09

99

15

2T

Figure 44: Filter and Sort options

AlD 06-24-16
AQ2 07-24-03
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Filter by group

The Filter by group drop-down menu, located on the left side of the function
bar, allows you to view the following groups of residents:

e All Residents: All residents from MDS data plus any added by surveyors

My Residents: All residents assighed to you

All Current Sample Residents: All system-selected residents included as
sample candidates:

- Offsite selected residents with at least one area marked for Further
Investigation (FI)

- Any initial pool resident with FI marked for abuse
- Any initial pool resident the surveyor marked Harm or IJ

Offsite Selected: All residents preselected by system from MDS data

New Admissions: All residents noted by surveyors as being admitted
within the last 30 days

Facility Reported Incidents: Residents associated with an official facility
reported incident that the survey team is investigating with the survey

Vulnerable Residents: Residents marked as vulnerable by surveyors

Complaint Residents: Residents associated with an official complaint
made to the state that the survey team is investigating with the survey

Identified Concern: Residents who are not in any of the above subgroups.
but are noted by surveyors as having a specific concern

To filter residents by group:

1 In either List view or Card view, click the arrow in the Filter by group box
to see the list of filter choices.

2 Select the desired group.

The screen refreshes to display only those residents belonging to that
group.

More ...
“Resident Manager Tips” on page 197

Sort residents

The Sort residents drop-down menu, located to the right of the Filter by group
menu in List view, allows you to sort the residents according to the following
categories:

e Name: Lists residents alphabetically by last hame.

e Room: Lists residents by room number in ascending order. Residents
without a room number are listed alphabetically by last name at the top of
the list.
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Surveyor: Lists residents assigned to surveyors by surveyor number.
Residents not assigned to a surveyor are listed alphabetically by last name
at the bottom of the list.

Offsite Selected: Lists residents preselected by the system at the top of
the list.

New Admissions: Lists residents with the subgroup New Admissions at the
top of the list.

Facility Reported Incidents: Lists residents with the subgroup FRI at the
top of the list.

Vulnerable Residents: Lists residents with the subgroup Vulnerable at the
top of the list.

Complaint Residents: Lists residents with the subgroup Complaint at the
top of the list.

Identified Concern: Lists residents marked with the subgroup Identified
Concern at the top of the list.

Although the Sort residents menu is not available in Card view, the sort option
selected in List view is applied to Card view.

TiP: You can apply a sort to any group you filter by, not only the full resident

list.

To sort residents by category:

1

2

In List view, click the arrow in the Sort residents box to see the list of
categories.

Select the desired category.
The screen refreshes to display residents in the specified order.

More ...

“Resident Manager Tips” on page 197

Search Residents

The Search field lets you locate residents by name or room number in List and
Card views. A history of searches is kept so you can conveniently repeat
searches.
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Note: Partial name or number searches do not work.

Enter firstllast hame
or room humber

P
Ll
Qx e o

Discharged 1 ] Clear Search
1 Subgrous Results

Figure 45: Search field in Card view

Search

To search for a resident:

1 In the Search box, type full first name, last name, or room number and
press Enter or click the magnifying glass.

2 To repeat a search, click the down arrowhead and select the desired search
text.

3 Click the x in the Search box to clear the search results.

Note: Until you select X, the screen will only show the search results.

More ...
“Resident Manager Tips” on page 197

Initial Pool

There are many ways to organize the initial pool. One option is the team
coordinator assigns area(s) of the facility to each surveyor. Surveyors visit
room to room to screen all residents in their assigned area(s) in order to
identify residents for their initial pool. The goal of each surveyor is to conduct
an interview, observation, and limited record review with the residents in their
initial pool. It is from the initial pool (for all surveyors) that the survey team
pulls residents into the sample.

Surveyors set the Initial Pool (IP) Status to Yes to add a resident to the initial
pool. Only residents with an Initial Pool status of Yes appear on the Finalize
Sample screen. Offsite residents automatically have an IP status of Yes and
must be included unless they have been discharged.

Up to five complaint and FRI residents, when designated by the team
coordinator on the offsite prep screen, are automatically included in the initial
pool and sample for the team and will have an IP status of Yes.

Surveyors can include any other resident in their initial pool by setting the IP
status to Yes on the Resident Manager screens, the Interview, Observations,
and Record Review screens and in the Add/Update resident dialogs.

During the screening process, surveyors can use all the IP statuses to help
organize their residents. LTCSP assigns the IP status Unknown to all non-offsite
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residents. You can change this to Maybe during screening to identify possible
residents for your initial pool. Select No to remove a resident from the initial
pool (offsite residents require a discharge reason).

Only an IP indicator of Yes activates the interview, observation and record
review screens. The RI, RO, and RR screens remain read-only for any other IP
indicator status (U, N, or M).

More ...
For detailed instructions on performing the initial pool process, refer to the Long Term
Care Survey Process (LTCSP) Procedure Guide (In LTCSP: Navigation menu | Resources
| Procedures Guide).

Offsite Selected Residents

When you export the survey shell from ACO/ARO, the system identifies the
residents in the facility and does MDS indicator calculations. This information is
included with the survey shell imported into ASE-Q. From these calculations,
some residents are pre-selected to be included in the initial pool during the
survey and automatically have an IP status of Yes. They are referred to as
offsite selected residents and must be included in the initial pool unless they no
longer reside at the facility.

The number of offsite selected residents depends on the number of residents
included with the survey shell and the required sample size needed for
investigation. The offsite selected residents comprise 70% of the sample and
your team will fill in the remaining 30%. For example, if the facility MDS data
shows 100 residents currently at the facility, the Target Sample Size will be 20.
Of those 20, 14 will be pre-selected by the system and added to the sample if
concerns are identified.
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Once onsite, surveyors do not need to consider maintaining a 70/30 split
between offsite and onsite selected residents. The focus is on identifying
residents for the initial pool and sample based on concerns.

Note: Since each surveyor needs to cover a certain area of the facility, some
surveyors may have a higher number of offsite selected residents in their initial
pool than others.

Include Resident in Initial Pool

Surveyors can manage their residents using the Initial Pool (IP) status available
in the Resident Manager, Interview, Observations, and Record Review screens.
Only those with an IP status of Yes will be included in the initial pool and only
these residents appear in the Finalize Sample list.

Click an IP status icon to open the IP status dialog which provides basic resident
information and their MDS indicators.

Offsite selected residents have IP status values of

e Yes—default; required to proceed with interview/observation and sampling
e No—removes from initial pool; requires a reason

For the remaining residents you can set an IP status of

e Unknown—default

e Maybe—mark residents during initial screening as possibilities for IP or that
the resident is unavailable, for example, the resident isn't in the room

e Yes—required to proceed with interview/observation and sampling
e No—removes from initial pool; removes surveyor assignment

The system will change the IP status of complaint residents added to the initial
pool in Offsite Prep to Yes.

Surveyors can set the IP status on the following:

e Resident Manager List and Card view screens

e Interview & Observations screen

e Observations screen

e Record Review screen

e Add/Update Resident dialog

Click the icon on a screen to open the IP selection dialog for that resident.
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From the Resident Manager List View:

—] Residents |

Filter by group: Sort residents:
| | All Residents

&) im

Done I;:i:l DAC Offsite BIMS Room Admit
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Figure 46: IP Status icon on Resident Manager List View

From the Resident Manager Card View:

Filter by group:
[y Residents -]

Showing 15 of 15

NP UURPTRUS. . PRSP RPREEIT RO . . SIS APEP SIS ——_ |

Figure 47: IP Status icon on Resident Manager Card View

From Interview, Observations, or Record Review screens:

Interview and Observations - Read ¢

b T . T

et it g G el g ol . i B A . el B il B B P B

Figure 48: IP Status icon in Interview, Observations, or Record Review screens
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From the Add/Update Resident dialog:

= Add/Update Resident #7

Middle Initial:

*Last Name:

Room #:
Admission Date:
Surveyor:
Subgroup:
Identified

Concern
Rationale:

Completed:

*First Name:

Survey Resident Id: 7

(=3
* = Required
JESSICA
D
FLETCHER
18
10/20/2017 (i3]
- - Select to change
() Int [_) Obs

IP status

(x

esident in Initial Pool?

\

Unknown

[Transfer Interview Answ

Mo

Yes

- |

[save] |Concel

.

i

Figure 49: IP Status selection in the Add/Update Resident dialog

Note: Only residents with an IP of Yes appear on the Finalize Sample screen
regardless if any Further Investigations were marked during the interview

process.

To include a resident in your initial pool:

1 Openthe Resident Manager List View or Card View screens, or open the
Interview, Observations, or Record Review screen for the resident.
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2 Click the Initial Pool icon to open the selection box:

= For an Offsite resident, Yes is default; select No and provide a reason.

L7 IsResidentt]Einhe[ri&llM_ ﬁ

BEAR, YOGI (36) Const Pain
Room: 29 AC
Admit Date:  05-02-18 1 Rehosp
Offsite: Selected Depression

BIMS: 12

Figure 50: IP Status selection dialog for an offsite resident

= For a non-offsite resident Unknown is default; select Maybe, Yes, or
No.

“ Is Resident #24 in the Inital Pool? S .

BIRD, TWEETY (24) Ltd ROM
Room: 09

Admit Date: 01-03-18

Offsite: Not Selected

BIMS: 05

| *Unknown |

| =

Figure 51: IP Status selection dialog for an offsite resident

Tir: The button with an * and bolded text indicates the current IP status.
For example, if the status is Yes it appears on the button as *Yes.

3 Select applicable subgroups.

More ...

“Open the Resident Manager” on page 58
“Add a New Admission” on page 68

“Assign Surveyor to Resident” on page 71
“Assign Subgroup to Resident” on page 70
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Add/Update Residents

You can add a newly admitted resident or update information for a current
resident. If you duplicate a resident, you can delete the added resident as long
as no data has been added to that resident.

Add a New Admission

When surveyors begin the initial pool process, the facility should provide them
with a list of new admissions in their area. A new admission should be added
to the resident list only if the surveyor includes the newly admitted resident in
the initial pool (based on the screening) and the resident isn't already included
in the resident list. The system automatically assighs a unique ID to each new
admission added to the resident list. The process is the same in both List and

Card views.

To add a new admission:

1 Open the Resident Manager.
2 Click the Add New Resident icon to open the Add/Update Resident

dialog.

Add/Update Resident 20

Survey Resident Id: | C

i

* = Required

Resident in Initial Pool? | Unknow

Save necel

Figure 52: Add/Update Resident window

*First Name: ‘
Middle Initial: |
Enter New
*Last Name: I Resident info
Room #:
Admission Date: r.'.r.1_.-'d::_.-'-.,--,f-,-}- 3
' I System assigns
Surveyor: |Xx002-SURVEYOR2 e ygu as surveg;for
Subgroup: | New Admissions ‘;l
"
Identified ™.J System
Concern selects New
Rationale: Admissions
Completed: () Int Obs (] RR subgroup

3 Enter resident information including Name, Room #, Admission Date.

When you add a new admission, the system automatically assigns you as

the surveyor.
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4  The system automatically assigns the subgroup New Admissions to the

resident to ensure high risk medications, diagnoses, and hospice are listed
in the Record Review. Select any other subgroup(s), if applicable, in the
Subgroup drop-down list.

When you add a new admission, the system assigns a unique ID for that
resident (in parentheses after the name). To avoid any conflict, each
surveyor is assigned a block of 50 numbers to use for the unique IDs.

5 Click Save.

To delete an added resident:

1 Openthe Add/Update Resident dialog for the duplicate resident (you can

only delete residents added by the team not those on the MDS resident list).

From the List view, select the resident’s name and click the Update
Selected Resident icon.

_or_
From the Card view, select the resident’'s name.
Click the Delete Resident button at the bottom of the dialog box.

If the resident has data associated to their ID or is found associated with a
task you will receive a warning and the resident will not be deleted. Remove
or transfer the data to the correct resident to delete.

Add/Update Resident 2283 [
Survey Resident Id: 283 | " = Required

*First Name: INEU |

Middle Initial:

*Last Name; O'RES

Room #: 1148 |

Admission Date: [07/02/2019 |3

Surveyor: | XX002-SURVEYOR2 - ]

Subgroup: New Admissions 'l

Identified
Concern
Rationale:

Completed: | Int Obs RR

Resident in Initial Pool? | Unknow

Transfer RI/RRI, RO, or RR Info to Another Resident

Delete Resident |Save_| Cancel

Add/Update Resident dialog—Delete Resident
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More ...
“Open the Resident Manager” on page 58
“Assign Subgroup to Resident” on page 70

Update Resident Information

Basic resident information such as room number or name can be changed by
surveyors. These changes do not affect the MDS data and are only used to help
surveyors in the field.

To update resident information:
1 Open the Resident Manager.

2 In List view, select the checkbox for the resident, then click the Update
Resident icon.

_Or_
In Card view, click the resident name on the card.

3 In the Add/Update Resident window, update resident information (e.g.,
First Name, Room #, IP status) as needed.

4 Click Save.

More ...
"Open the Resident Manager” on page 58

Assign Subgroup to Resident

If you decide to include a resident in the initial pool who is not offsite selected,
or want to assign an additional subgroup to an offsite selected resident, you
can assign one or more of the following subgroups to indicate why you chose
to include the resident.

All applicable subgroups should be identified for each initial pool resident.
e Al

e New Admissions

e Facility Reported Incidents

e Vulnerable Residents

e Complaint Residents (official complaints from ACTS)

If none of these reasons apply, but you feel the resident should be included in
the initial pool, select Identified Concern and enter a description of the concern.
Once Identified Concern is selected, all other subgroup options are grayed out.
If any other subgroup(s) are selected, Identified Concern is grayed out; you
must deselect any other subgroups in order to activate Identified Concern.

Subgroup(s) can also be assigned on the Resident Interview/Observation
screen. For example, if you determine from observation that a resident is very
dependent on the facility staff, you may want to mark that resident as
vulnerable.
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To add a subgroup to a resident:
1 Open the Resident Manager.
2 In List view, click the down arrow in the Subgroup field for the resident.

oo s s S - =

Residents

Filter by group: Sort residents: i
|All Residents | |Name <} 5 b Search B
Pone itisl Name D\C Offsite BIMS Room Admit Date Investigate Subgroup Surveyor

B CLOUSEAU, INSPECTOR P (56) e 00 09 040618 Offsite Selected  ~| | Nighting-50239 =
[ o = Y nighting-50239 -

[ DINKLEY, VELMAR (2) 15 02 021318 d Jrighting-50236 -

O DOO,5C008Y (26) e 03 30 051414 O New acmissions  Rsaic-50240 b

FRI
[@ DOORIGHT, DUDLEY W (30) 0 18 092617 O Voreisble Mallon-30125
[ DREAMS, SWEET B (41) 04 32 020618 et Salk-50240
() identified Concem
@ DUCK DAFFY P (20) 0 35 04-02-18 ' Pastewr-50241 =

Figure 53: Subgroup options
3 Select the applicable option.

If you select Identified Concern, all other options gray out and you are
required to enter a rationale for the concern.

Tip: Subgroup can also be assigned in the Add/Update Resident window, and
Interview and Observations (RI) or Observations (RO) screens, all of
which can be opened from List or Card view.

More ...
“Open the Resident Manager” on page 58
“Resident Manager Tips” on page 197

Surveyor Assignments

Team coordinators can assign survey team members to residents at any time,
even before arriving at the facility (e.g., active complaints or offsite selected
residents). Later, team member assignments may need to be changed and
team members can make their own assignments.

More ...
“Balance the Survey Team’s Workload” on page 105

Assign Surveyor to Resident

Surveyor assignments can be made in the Surveyor field in the Residents list
or in the Add/Update Resident dialog for a selected resident.

Note: Team coordinators can assign any survey team member; team members
can assign only themselves.
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To assign a surveyor to a resident in List view:
1 Open the Resident Manager.
2 In List view, select the checkbox to the left of the resident.

3 From the Surveyor drop-down list, select the surveyor you want to assign
to the resident.

* Long-Term Care Survey Process. | ol
Residents
|
[ Fiterbygroup  Sort residents: ‘ =)
|All Residents -| | name - 55 Search Aol
Done 'nital Name D\C Offsite BIMS Room Admit Date Investigate Subgroup Surveyor :
BEAR, YOGI (36) ( e 12 20 050218 Offsite Selected »| [nighting-50239 »
| |
| e )
V m BIR TWEETY (24 (’,8"
K1 BOND, JAMES (52) - * 99 34 04-14-14 Offsite Selected - Mallon-30129
[ BROWN, CHARLIE W (12) [ 08 20  06-08-17 » ] |Salk-50240
Pasteur-50241
[ BULDOG, SPIKE P (18) ( 13 25 01-26-17
B T e e e i o e ——— -

Figure 54: Surveyor drop-down list

Tip: In List view only, to assign a surveyor to multiple residents at once, select
the checkbox for all applicable residents, then select the surveyor name
for one of the selected residents and the surveyor name will be applied to
all selected residents.

To assign a surveyor to a resident via Add/Update Resident:

1 In List view, select the checkbox for the resident, then click the Update
Selected Resident icon.

-0r-

In Card view, select the resident name on the card.
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2 In the Add/Update Resident dialog, select the surveyor you want to

assign from the Surveyor drop-down list.

o Add/Update Resident #43

Survey Resident Id: 4
*First Name; KIM
Middle Initial:

*Last Name: BARR
Room #: 02

Admission Date: | 10/19/2018 fisl

2l

(et

* = Required

Surveyor: [XX002-SURVEYOR2

Subgroup:
HPOrOUPt 5 5129-MALLON

XX001-SURVERYORL
bl XX002-SURVEYOR2

Nncern

Rationale:
Completed: | Int L] Obs |

Resident in Initial Pool? |Upknown =

Transfer Interview Answers to Other Resident

RR

Save![ |Cancel

Figure 55: Assign surveyor to resident via Add/Update Resident

3 Click Save.

More ...
“Open the Resident Manager” on page 58

Change Surveyor Assignments

Use this function to change surveyor assignments for the initial pool. In
Resident Manager anyone can change surveyor assignments—only one
surveyor can be assigned to a resident during the initial pool interviews,
observations, and record review. Once the sample is finalized, adjust surveyor
assignments on the Investigations screen.

To change an existing surveyor assignment:

1
2

Open the Resident Manager.

Click Yes in the reassignment confirmation message.

In List view or the Add/Update Resident window, select the new
surveyor you want to assign to the resident from the Surveyor drop-down

User’s Guide

3/19/20

73



LTCSP Procedures

Note: Once the survey has been started, each surveyor will have to assign a
different resident to themselves—data share will not assign a resident to
another surveyor, so each surveyor maintains their own resident list after
starting the surveyor.

More ...
“Open the Resident Manager” on page 58
“Assign Investigations” on page 133

Unassign Surveyor

All team members can unassign or reassign any survey team member; it is a
good idea to communicate these changes to help with data conflicts during data
sharing.

To unassign a surveyor:
1 Open the Resident Manager.

2 In List or Card view, open the Add/Update Resident window and select
the blank option in the Surveyor drop-down.

_or_
In Card view, drag and drop the resident’s card to the Unassign icon.
_Or_

In List view, in the row for the resident open the Surveyor drop-down and
select the blank line.

_Or_
Change the IP status to No or Unknown (non-offsite only) for the resident.
When you unassign a surveyor from an offsite selected resident, the LTCSP
application requires a reason be specified: Expired, Hospitalized,
Discharged to community, or Assign to another surveyor. Any offsite

selected resident marked as Discharged is automatically added as a Closed
Record Review candidate.

Note: When you unassign a non-offsite resident, the system automatically
changes the IP status to No.

More ...
"Open the Resident Manager” on page 58
“Closed Record Review Sample” on page 107
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Manage Your Workload

You can manage your workload by either:

e Assigning yourself the offsite selected residents in your assigned area of the
facility, then adding other residents who should be in the initial pool as
determined through screening.

LEST B S

Search

[ HOLMES, SHERLOCK M (53) [ 0 39 031218 Offsite Selected v [nighting-50239 «

[ JONES, FRED W (8) C Offsite Selected +  [nighting-50239 «

0 MOUSE MIGHTYE (11) [ 19T Difsite Selected »  |Nighting-50239 -

3 Residents, , Initial pool Residents: Current Surveyor-3, All Surveyors-12, Complaint/FRI-1

Figure 56: Manage workload by only assigning offsite residents
_Or_
e Assigning yourself all residents in your assigned area of the facility, then

unassigning residents who should not be in the initial pool as determined
through screening.

Incomplete Residents

Search

BADOG SPIXE P 1% p COLUMBO LIEUTENANT |
a 5 I3 _{] [ SRR, UEVTENAN
E— ) O,
= g ; jmpm] -
et gt g e ST g g gt S s et mags I g i Tt B 4 Sl st g i il S P it

Figure 57: Manage workload by only assigning all residents

More ...
“Assign Surveyor to Resident” on page 71

v

"Unassign Surveyor” on page 74
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Interview, Observations, and Record Review for
Initial Pool Residents

After identifying residents for the initial pool, you are ready to interview,
observe, and perform a limited record review for those residents. You may find
issues related to care areas that will be investigated later in the LTCSP process.

For the residents in your initial pool, the Interview and Observations screen is
used to:

Conduct resident interviews (RI)

Conduct resident representative interviews for non-interviewable residents
(RRI)

Make observations of residents (RO)

Perform a limited record review of residents (RR)

During the initial pool process you will:

Conduct the Interview, Observations, and Record Reviews for all care areas
(CAs) and indicate the areas where you determine a need for further
investigation (FI) (it is best practice to respond to all areas to know they
have been addressed)

Indicate if there are any MDS discrepancies

Indicate if any issues found are at the Harm or 1J level

More ...

“Interview and Observations Tips” on page 200

Open Interview and Observations

Access the Interview and Observations (RI) screen from the Resident Manager
in either List or Card view.

To open the Interview and Observations screen:

1 In List or Card view, locate the resident.

2 In List view, double-click the resident’s name.

-0r-

In Card view, click the RI1 icon on the resident’s card.
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The Interview and Observations screen opens. The layout is the same,
whether opened from List or Card view.

= - - Select screen
SNl must be Yes Interview and Observations _
0 JENKINS, PETER (25) Interview Status: - - .IQ -
Room: 42 ) = = Sort option for Activitie
Admit Date: 01-27-17 Include in sample due to: | Harm LU Care Area Dignity
Offsite: Mot Selected Subgroup: - llout Abuse
BIMS: o ) pullout menu e
‘Weight Calculator O Complete Eriecy.
~ |Accomn
= Activities s |Environ
. " Dental
* Did you observe the resident in activities? Nutritioq
* [s the resident actively participating or engaged in activities? Ne Issues/NA _H',vdrat.(_
* Do staff encourage the resident to participate? . Tube Fe
* Is a younger resident engaged in age appropriate activities? Further Investigation vision/ ¥
* Are there a variety of activities available for all residents? ) 1
ADLs
Cathetes
UT/Catl
Respirat
| Care Area =
~ Dignity pullout menu Falls
dent Ot t Fain
* Observe to determine whether staff failed to: e o) ) Pressure
* Knock/ask permission to enter room or we gnity Jantil permission given No Issues/NA _slr.in Cot
* Explain service or care to be provided Limited
« Include resident in conversations while providing care or services Further Investigation =
* Provide visual privacy of resident's body while transporting through comman areas, or uncovered in their -
room but visible to others Smoking
* Cover a urinary catheter bag/other body fluid collection device Hospice:
* Respond to the resident's call for assistance in a timely manner .Cemmu
* Clothing and face soiled after meals —
* Poorly fitting clothing o
+ Staff did the following: . |Restrain
|Acciden
& show probe text (| Collapse Completed Care Areas

Figure 58: Interview and Observations screen

The interview CAs are organized first by quality of life and resident rights,
followed by quality of care. Resident information displays on the upper left,
process information in the middle, and MDS indicators on the right. A weight
calculator is available to determine weight gain/loss.

Note: Interview and Observations appear together on this screen since
surveyors often conduct an observation while interviewing a resident. The
Observations (RO) screen shows only observation CAs.

More ...

v

"Interview and Observations Tips” on page 200

Care Areas

The screen lists all care areas (aka initial pool or interview areas) specific to the
screen (Interview and Observations, Observations, or Record Review).

Tip: To jump to a specific care area (CA), click the tab on the right of the screen
to open the Care Area pullout menu and select the desired CA.

When conducting a resident interview, you must cover every care area (initial
pool/interview area), whether or not the area is an MDS indicator for a resident.
You will ask questions guided by the probes provided in the application, or your
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own questions, as long as you adequately address the area with the resident.
You will then select the appropriate response option:

e No Issues/NA

Select if you have determined that there are either no issues (NI) for the CA
or the CA does not apply to the resident (e.g., catheter questions only apply
to residents needing a catheter).

Dialysis, smoking, hospice, and ventilator CAs have a separate NA option.
e Further Investigation

Select if something heard or observed requires further investigation (FI).
You should document the concern in the Notes field for the CA.

When you select a response, the CA is marked with a green checkmark (no
concern) or an orange exclamation point (further investigation required) to
indicate completion, both on the screen and pullout menu.

It is best practice to respond to all areas to know they have been addressed.
You may only mark those CAs that require further investigation with two
exceptions (see below). However, you must check the Complete option in the
Function toolbar for the system to recognize that you have completed the
resident Interview, Observations, and Record Review (you must mark all three
screens).

You do not have to mark No Issues/NA with two exceptions:

1 For the required areas of hospice, dialysis, ventilator, smoking,
transmission-based precaution, you must mark No Issues if the
area applies to the resident and there are no concerns to ensure
at least one resident is sampled for the area, and

2 For the medication-related record review areas of insulin,
antipsychotic, anticoagulant, high risk medications, diagnoses,
and hospice, you must document whether the resident is
currently receiving the medication or has one of the conditions
listed to ensure the Unnecessary Medication selection is based on
accurate and current information.

Note: On the combined Interview and Observation screen, the completion
indicator (checkmark or orange exclamation) shows only when NI or FI is
marked for the Resident Interview portion of the care area. If you only mark NI
or FI for the Resident Observation portion, no completion indicator shows for
the Interview and Observation care area or on the pullout menu. The
completion indicator does show on the Observation screen and pullout menu
for that care area. If the RO portion is marked FI, and the RI portion is marked
NI, the orange exclamation shows on both screens.

However, if the care area is a Resident Observation only (no interview portion),
the completion indicator shows for the care area on both the Interview and
Observation and the Observation screens.
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When all CAs for the interview, observation, and record review are complete
(i.e., marked either NI or FI), a green checkmark appears over the
corresponding icon.

e In Card view, a green checkmark appears on the RI/RO/RR icon to indicate
completion, and an orange exclamation point appears next to the resident’s
name if at least one CA was marked FI.

e In List view, a green checkmark appears next to the resident’s name when
all three screens (RI, RO, RR) are complete, and a blue circle in the
Investigate column indicates at least one CA is marked for Further
Investigation.

Tip: To free up screen space as you go along, select Collapse Completed
Care Areas at the bottom of the screen (RI, RO, RR).

Navigate Care Areas

You should conduct the interview in the order that the care areas appear on the
screen—starting with quality of life questions and moving on to quality of care
questions. If, however, you do need to go to a specific care area use the Care
Area pullout menu. You can also alphabetize the list of care areas on the menu
to make it easier to find a specific care area.

To use the Care Area pullout menu:

= Click the tab to open the Care Area pullout menu. Initially the view is the
same order as the care areas appear on the screen (quality of life to quality
of care).

e Click a care area name to jump to that care area on the screen.

Tip: The menu uses abbreviations for the care area names, hover over a
menu name to see the full care area name.

= Click the Alphabetize Care Area button to sort the care areas listed on the
menu alphabetically.

e Click the Alphabetize Care Area button again to return the sort order
to the default.
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Note: Whichever sort order you set the Care Area menu to remains the sort

order in LTCSP until you change the order again.

Click to
alphabetize

Care Area
pullout menu

Accomn
Activitie

ADL Det
gt e B e T i g e, |}

Figure 59: Care Area pullout menu Alphabetize Care Area menu button

Adding Care Areas on the Record Review screen

If you find issues during limited record reviews that are not covered by the
system-selected care areas, you can add any other care area to the Record
Review screen. Rather than selecting the Other Concerns care area, you can
select a more specific care area that will then trigger the appropriate

investigation.

To add a care area to the Record Review screen:

1 On the Record Review screen, click to open the Additional Care Areas

list.

2 Select one or more care areas you would like to add; click out of the

drop-down list or press Escape to close.

The added care areas appear on the screen and in the pullout menu.

Record Review

[0 JONES, WILLIE B (11) Interview Status: |interviewable

All

e Include in sample due to: () Harm (] 1
Admit Date: 09-27-16
Offsite; Mot Selected Subgroup: Complaint
BIMS: Jmplete
Weight Calculator | [ Additional Care Areas: ) Accomm of Needs (physi =

WWM_

~ Advance Directives P
e Select care o
Record Review AC Med SE
» Does the resident have | AF€as to add - dent Hazsnd
If informaticn is kept in two p! 3 rt), ensure the il Acooent Hazans

' Accomm of Needs (physical)

Activities

ADLs

Figure 60: Select an additional care area
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TiP: You can remove a care area that you added as long as you remove your
answers (NI or FI) from the care area. Remove the selection from the
Additional Care Areas list and the CA will be removed.

More ...
“Interview and Observations Tips” on page 200
“LTCSP Notes” on page 24

Probe Text

LTCSP provides a list of questions specifically tailored for each care area. These
questions are called probe text. They serve as suggestions or guidance that
surveyors can reference for assistance when conducting interviews,
observations, and record review.

Tip: Select/deselect Show probe text at the bottom of the screen (RI) to
show/hide suggested questions.

More ...
“Interview and Observations Tips” on page 200

Assign Interview Status and Subgroup to Resident

After selecting residents to include in the initial pool, you determine and set the
interview status and subgroup for each resident on the Interview and
Observations screen.

Resident Interview (RI) or Observation (RO) may or may not be applicable and
required depending on the assigned interview status. If RI or RO is not
required, a green checkmark is placed on the corresponding icon (indicating
completion) as soon as a triggering interview status is selected. For example,
neither interview or observation is possible or required if a resident is out of the
facility, so both RI and RO are marked as complete.

Record Review (RR) is required for all initial pool residents regardless of interview
status. Different CAs will be listed on the RR screen depending on interview status
and subgroup. For example, additional areas are listed for new admissions.
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To set resident interview status and subgroup:

1 Open the Interview and Observations screen. Verify that the IP status is
Yes. If not, set to Yes to continue.

2 In the resident information section at the top of the screen, select the
appropriate Interview Status and Subgroup for the resident.

Non-Interviewable
Offsite: Mot Selected Refused

BIMS: 05 Unavailable for Interview
Weight Calculator p

S . . . . . _J

Figure 61: Interview Status options
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Figure 62: Subgroup options

More ...
“Open Interview and Observations” on page 76
“Interview Status” on page 199

Conduct Resident Interview (RI)

The resident interview screen (Interview and Observations) includes the
Resident Observation section since it is often possible to conduct an observation
while interviewing a resident. Care areas for both the resident interview and
observation are listed.

Offsite selected residents should always be interviewed unless they are Out of
Facility, refused, unavailable for interview, or non-interviewable. If they cannot
be interviewed, a limited record review must be completed. If the offsite
resident is discharged from the facility, they are listed in the closed record
sample as a closed record candidate.
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To record results of a resident interview/Zobservation:

1

2
3

Open the Interview and Observations screen. Verify that the IP status is
Yes. If not, set to Yes to continue.

For Interview Status, select Interviewable.

Based on the interview/observation, select No Issues/NA or Further
Investigation for all CAs and enter notes as appropriate.

When you select an option, the CA is marked with a green checkmark (no
concern) or an orange exclamation point (further investigation required),
both on the screen and pullout menu.

Some CAs are observation-only. When you complete an observation-only
CA on the Interview and Observations screen, the green checkmark appears
even if you mark Further Investigation for the observation. The orange
exclamation appears only on the Observations screen.

When all Resident Interview CAs are complete for a resident, a green
checkmark appears over the RI icon to indicate the interview process is
complete.

More ...

“Open Interview and Observations” on page 76
“Interview and Observations Tips” on page 200
“LTCSP Notes” on page 24

Conduct Resident Representative Interview (RRI)

Not every resident is capable of being interviewed. The survey team should try
to conduct three resident representative interviews for non-interviewable
residents per survey. If a representative is not available, the surveyor still
conducts the observations and limited record review for the resident.

To record results of a resident representative interview:

1

2

Open the Interview and Observations screen. Verify that the IP status is
Yes. If not, click the IP status icon and set to Yes to continue.

For Interview Status, select Non-Interviewable.

Select the Representative Interview checkbox. An RRI Contact
Information field appears. Enter representative contact information for easy
reference.

The RRI option is enabled only when Interview Status is Non-Interviewable.
When selected, the probes change and some additional probes specific to
the representative interview are available.

Based on the interview, select No Issues/NA or Further Investigation
and enter any notes for all care areas.

When you select an option, the CA is marked with a green checkmark (no
concern) or an orange exclamation point (further investigation required),
both on the screen and pullout menu.
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Some CAs are observation-only. When you complete an observation-only
CA on the Interview and Observations screen, the green checkmark appears
even if you mark Further Investigation for the observation. The orange
exclamation appears only on the Observations screen.

When all Resident Representative Interview CAs are complete for a resident,
a green checkmark appears over the RI icon to indicate the interview
process is complete.

Add an RRI1 after sample finalization

Before sample finalization you may not have an opportunity to conduct a
resident representative interview. If an RRI/family interview is completed
during the investigative process, complete the RRI interview on the Resident
Manager screen.

If the resident was already included in the initial pool, go to the RI screen to
complete the RRI interview. If the resident was not part of the IP, you can add
them to the initial pool and conduct interview.

To conduct a resident representative interview after sample
finalization:

1 Open the Interview and Observations screen for the resident.

2 Click the Add to Initial Pool for Representative Interview button.

i Long-Term Care Survey Process.

Interview and Observations - Read Only

[0 TIME, SWEET E (43) Interview Status:
Room: o8 5
Admit Date: 05-07-18 Irickide i sunpse. e b
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Figure 63: Add to Initial Pool for Representative Interview button

3 Click Yes in the Confirm Status Change dialog to add the resident to the
initial pool. The system automatically:

Changes the IP status to Yes
Changes the Interview Status to Non-Interviewable
Selects Representative Interview and activates RRI Contact field

Activates questions for the representative interview
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e Adds resident to the Finalize Sample screen, even though the sample
has been finalized

e Adds resident to all Initial Pool reports

IP changed - .
Interview and Observations

IME, SWEET E (43) Interview Status: Non-interviewabibe =
Room: 08

Admit Date:  05-07-18
Offsite: Mot Selected
BIMS: 09

‘Weight Caloulator

L CNRIGES s i et i e et e s ]

") complete i« Representative Interview

RRI Contact Information:

Figure 64: Screen updated after adding a representative interview
4 Conduct the interview.

If you determine that a CA needs further investigation, you will need to
initiate the investigation on the Investigations screen or add the resident to
the appropriate facility task.

More ...
“Open Interview and Observations” on page 76
“LTCSP Notes” on page 24

Conduct Resident Observation (RO)

The resident interview screen (Interview and Observations) includes the
Resident Observation section since it is often possible to conduct an observation
while interviewing a resident. If you complete observation-only care areas on
the Interview and Observations screen, the Complete and Further Investigation
indicators appear only on the Observations screen. You can, of course,
complete observation-only CAs directly on the Observations screen, the likely
option for residents you observe but do not interview.

To record resident observation results:

1 Open the Interview and Observations screen. Verify that the IP status is
Yes. If not, set to Yes to continue.

2 Select the RO icon to open the Observations screen.

3 Based on your observations, select No Issues/NA or Further
Investigation and enter any notes for all CAs.

When you select a result, the CA is marked with a green checkmark or an
orange exclamation point to indicate completion, both on the screen and
pullout menu.
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When all Resident Observation CAs are complete, a green checkmark
appears over the RO icon.

More ...
“Open Interview and Observations” on page 76
“Interview and Observations Tips” on page 200
“LTCSP Notes” on page 24

Conduct a Limited Record Review (RR)

The system selects certain care areas for the limited record review based on
assigned MDS indicators for each resident.

A limited record review must be conducted for all initial pool residents including
those who refuse, are non-interviewable, or are out of the facility. Different CAs
appear for each resident based on MDS data, interview status, and subgroup.

Since no MDS data exists for new admissions, the limited record review lists all
available CAs. The record review is used to identify MDS indicators, for
example:

e Hospice
e High risk medications
e Diagnoses

You can add additional care areas to the Record Review, if necessary (see
“Adding Care Areas on the Record Review screen”).

Complete a limited record review:

1 Open the Interview and Observations screen. Verify that the IP status is
Yes. If not, set to Yes to continue.

2 Click the RR icon to open the Record Review screen.

3 Based on the record review, select No Issues/NA or Further
Investigation and enter any notes for all CAs.

When you select a result, the CA is marked with a green checkmark or an
orange exclamation point to indicate completion, both on the screen and
Care Area pullout menu.

When all Record Review CAs are complete, a green checkmark appears over
the RR icon.

More ...
“Open Interview and Observations” on page 76
“Adding Care Areas on the Record Review screen” on page 80
“Interview and Observations Tips” on page 200
“LTCSP Notes” on page 24
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Determine Weight Loss/Gain

The weight calculator, available in the RI, RO, RR as well as the Nutrition
investigation screens, provides a way to calculate weight loss/gain for a
resident. Once calculated, you can paste a statement into a notes field with the
weights, the date each weight was taken and the percent difference in weight
measurements. Once you enter both dates, the system will determine the gain
or loss based on the earliest date entered whether it is first or second.

The system keeps the data in the weight calculator only for that resident—once
you switch to a different screen (e.g., the Resident Manager card or list view)
the data no longer appears in the weight calculator.

To calculate weight loss/gain for a resident:

1 Click the Weight Calculator button.

2 Enter the first weight and associated date.

3 Enter the second weight and associated date.

To paste the weight loss/gain statement into a notes field:
1 Click the X to close the calculator.

2 Click in the notes field where you want the statement.

3 Click the Paste Weight Calculation icon, or press Alt + W.

Weight Calculator =]

Weight1: 154 | Date1: [01/24/2019 |Gi]

% difference calculated

. . | - 103/12/2019 s :
Weight 2: 144_| Date 2: |03/12/2019 |(xa] once data is entered

% Difference: -5.19

Results copied to clipboard. |

S T VESIEIT S P STC s 81 S o BTE b PUTENTTIR TOT 3 i s i no,_wwitos e 1EXE INSErtEd when you click the
= Are supplements provided at times th;t don't interfere with meal intake and consumed (e.g., SUpy Paste Weight Calculation icon

before or during the meal and the resident doesn't eat)?
= Are snacks given and consumed?

@E8 N X BIUL OL segoeul "_zpt“]:>
03/21/19 02:33 PM On 01/24/2019, the resident weighed 154 Ibs. On 03/12/2019, the resident weighed 146 Ibs which is 3 -5.19 % _oss]

-~ Hydration

e s T ———— P ——— ————

Figure 65: Weight calculator (top) and example of message inserted

Mark an MDS Discrepancy

If you discover an MDS discrepancy during interview/observation/record
review, mark it for the care area. For example, if Cath (Catheter) is included in
a resident’s MDS indicator list, but you discover during the interview that the
resident never had a catheter, you need to mark this as an MDS discrepancy.
The Resident Assessment facility task is triggered when an MDS discrepancy is
identified.
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To mark an MDS discrepancy:

1 On the applicable screen (RI, RO, or RR), click the tab on the right to open
the Care Area pullout menu, if desired.

2 Select the applicable care area.
3 Click the MDS Discrepancy checkbox.
This checkbox is available only for CAs that are mapped to an MDS indicator.

More ...
“Interview and Observations Tips” on page 200

Mark a Significant Concern

If issues are found indicating a potential Harm or IJ (Immediate Jeopardy)
situation, you can indicate this. The resident is automatically flagged for further
investigation and included in the current sample.

To mark a significant concern:

= On an RI, RO, or RR screen, select a reason for Include in sample due to:
Harm or 1J.

In Card view, an orange exclamation point appears next to the resident’s
name. In List view, there is a blue circle in the Investigate column for the
resident.

Note: The Include in Sample due to reason also appears in the Sample
Reason column on the Finalize Sample screen.

Transfer Resident Data

Surveyors on occasion may accidentally record interview/observations/record
review data under the wrong resident name.

All care area answers and notes transfer from the original (wrong) resident to
the receiving (correct) resident. If a subgroup was assigned to the resident, you
will have to manually update that for the correct resident. You can transfer
answers for all screens or any combination of the resident interview, resident
observation, or record review screens, including resident representative
interview.

The notes transfer for care areas and appear on all screens—for example, if you
transfer only the Resident Interview screen, the care area notes for those care
areas that appear on the Observations or Record Review screens appear for all
screens as they normally do when you enter notes for a care area that appears
on more than one screen.
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LTCSP provides an interview transfer option to move all the data to the correct
resident if that resident

e has an IP indicator set to Yes
e is not assigned to a different surveyor
e has no data entered on any screen

If you are transferring only one (or two) screens, you can transfer data to the
correct resident’s screen, if that resident

e has an IP indicator set to Yes

e is not assigned to a different surveyor

e has no responses entered on the screen being transferred

e has no MDS Discrepancies selected on any screen

e has no care area notes in shared care area notes fields (see table below)

For the screens that you are not transferring you can have care area notes for
care areas specific to that screen and not a shared care area—you still must not
have any care area notes in the other care areas on any screen for the transfer
to work. The following table lists the care areas where you can have data if not
transferring to that screen

OK to have a note in care area... transgrl\rlicn)ng data
to this screen
Notification of Change RRI
Language/Communication RO
Mood/Behavior RO
Restraints RO
Accident Hazards RO
Call Light in Reach, Call system Functioning RO
Edema RO
Psych Med Side Effects RO
Psych/Opioid Med Side Effects RO
AC Med Side Effects RO
Oxygen RO
Positioning RO
Ventilator/Tracheostomy RO
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OK to have a note in care area... transgrl\rli(r)mg data
to this screen
Change of Condition RR
Antipsychotic with Alzheimer's or Dementia RR
PASSAR RR
High Risk Meds RR
Advance Directives RR
Diagnoses RR
Insulin RR
AC RR

To transfer interview data to another resident:

Open the Resident Manager.

Verify that the receiving resident has no information entered and the IP
status is set to Yes.

In Card or List view, locate the resident with the data you want to transfer.
In Card view, click the resident’s name.
_Or_

In List view, select the box next to the resident’s name and click the
Update Resident icon.

In the Add/Update Resident dialog, click the Transfer RI/RRI, RO, or
RR Info to Another Resident button at the bottom.

In the To list, select the receiving resident.

In the Types list, select All or RI, RO, RR, or any combination of these to
transfer.
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Note: If you only transfer resident interview/resident representative
interview answers and not the resident observation answers, the completed
indicators appear on the RI/RRI screen for the correct resident only, even if
the care area included the answer for the observation section.

- AddrUpdate Resident #2;
[ 4
{ = 4 '
[ Survey Resident Id: 42 = Required r
"
*First Name: PAT | =
[,
Rt
Middle Initial: F b ;
2o
*Last Name: BALDWIN | =
i
Room # 39 ‘ B
Admission Date: | 11/1 {
| SER
Surveyor: | 30129-MALLON -] B
Subgroup: .l -
| 1
|
Identified }
Concern - ;
Rationale: Select correct -
Completed: (| Int () Obs & RR resident E.
Resident in Initial Pool? |yes - ;f
’ _ 2 £
Transfer RI/RRIL RO, or RR Info To: |FLACK, FRED E (13) =| Types: j Transfer €
i | ¥
[ ==
Select one or more LR e 1§
areas to transfer 1RO '}
I_! RR i
[P T B O i, et g o)

Figure 66: Select resident and info to transfer

8 Click the Transfer button.

TiP: When you set the IP Status to Yes, the system automatically assigns
you as surveyor, but you can change the surveyor assignment in the
Add/Update Resident dialog.

9 Click OK, then Save.

10 Verify that the information transferred correctly. Select an Interview Status
to complete any remaining care areas on any screen.

Completion checkmarks or Further Investigation exclamations and all notes
transfer along with the answers. Notes for RI/RRI and RO combined care areas
appear for both residents if you only transfer one of the screens (e.g., transfer
answers for RI, not RO, that include notes for the Nutrition CA, notes stay in
the original resident’s notes field as well as appear in the receiving resident’s
notes).
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Tip: If you used the resident unique ID in any of your notes, this number does
not change, so you will need to update your notes to the ID of the resident
you transferred the answers to.

More ...
“Open the Resident Manager” on page 58

Completed Screens

As you choose NI or FI for a care area, the system marks these CAs complete.
When all CAs for a screen (Interview and Observations, Observations, or
Record Review) are completed, the system automatically marks the screen as
complete with a green checkmark over the RI, RO, or RR icon in the upper right
part of the screen or on the Resident card.

When you have completed all three screens for a resident, the system marks
the resident as complete. In List view a green checkmark displays beside the
resident name. In Card view, the resident’s card is automatically moved to the
Complete folder.

You always want to complete a full interview with a resident, but if for some
reason you cannot complete an interview/observation/record review for a
resident, you can manually mark any or all of them as complete. You might use
this option, for example, to manually mark RI as complete for a resident you
cannot complete an interview with.

To manually mark a screen as complete:

1 Go to the applicable screen: RI, RO, or RR.

2 Select the Complete checkbox (at the top in the Function toolbar).
A green checkmark is placed on the applicable icon.

To view residents marked as complete:

= In the List view, look for the green checkmark to the left of a resident’s
name.

= In the Card view, click the Complete folder.

Finalize Sample

The sample selection process occurs after the initial pool process is completed
and data is shared with all team members. During the sample selection
process, the TC will:

e Update the facility census number if necessary.
e Determine the number of residents required to complete the sample.
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e Decide if any offsite selected residents should be replaced in the sample.

e Record the selected sample residents in the LTCSP application, and verify
any areas of concern.

All the data gathered from the initial pool process (interviews, observations,
and record review) is available and provides the survey team with information
to help choose residents to include in the sample for investigation.

Tip: If you start sample finalization on the Finalize Sample screen too soon,
press Alt + U to reactivate the Start Sample Finalization button. This only
works for Start Sample Finalization; once the sample is finalized, it cannot
be reset.

Residents are selected for investigation, either by the system or the survey
team, through:

e Sample finalization
e Closed record review

There is a separate process for selecting residents with closed records for
the sample.

More ...
“Closed Record Review Sample” on page 107
“Reset Sample Finalization” on page 101

Open the Finalize Sample screen

There are two different views of the Finalize Sample screen, by Resident and
by Care Area. Surveyors can choose the view they prefer and switch between
views.

Note: Do not start sample finalization until data has been shared with all team
members.

Only the team coordinator can actually select the sample. All surveyors have
read-only access to the information to help with the team discussion and
decision making. Both views are read-only until the finalize sample process is
initialized.
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To open the Finalize Sample screen:
1 From the Navigation menu, select Finalize Sample.

Home
Preparation
Offsite Prep
Entrance Conference
¥ Meetings

Team Meeting

Figure 67: Finalize Sample option

Resident view appears by default.

¢ Long-Term Care Survey Process

Finalize Sample

Filter by group: Sort residents: i

LY
.] h:: iStart Sample Finalizatio {j\?

50250-Trass &
v BULDOG, SPIKE W (18) 2 410 No 50250-Trass 3
~ CRICKET, JIMINY M (9) * 4 204 No Vulnerable, Complaint 50250-Trass
Click to expand
O«-— resident ¢ 3 319 Mo Complaint 50250-Trass Harm
information
- m * 0 Resident CA No New Ad‘mil, FRI, Vulnerable, ' 50250-Trass
and MDS info Complaint, Concern
DUCK, DARKWING L (6) 210 No 50250-Trass
~ [ Care Areas: Hydration MDS Indicators: Frequent Pain
Vision and Hearing e
Modfy Care'reas One (1) Re-Hospitalization
Depression
v JONES, FRED H (8) 2 411 No 50250-Trass

Figure 68: Finalize Sample screen—default Resident view

2 To switch between views, click the by Resident or by Care Area icon in
the upper right corner of the screen.

3 To display care areas and MDS information in either Resident or Care Area
view, click the arrow to the left of the resident’s name to expand/collapse
the resident record.
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Care areas and MDS information can be viewed at any time, but CAs cannot
be modified until you initiate sample finalization.

In either view, click a CA for a resident to display any notes that were
recorded during the interview and observation of initial pool residents.

Finalize Sample

Filter by group: Sort residents: &\ @
[Currenl Sample Candi '] [Surveycr -] — . g;&
Facility Census: J Target Sample Size: 19 Current Sample Size: 0 View Current Workload | [
mple Name Offsite # CAs Room System Selected Unnecessary Meds Subgroup Sample Reason e

v JETSON, ELROY (32) * 2 Al2 No

JONES, FRED T (8) 2 B34 No Vulnerable

Care Areas: Tube Faedin MDS Indicators: rowm Limitation / Receiving Therap
y
Cathet :

Modify | | TRASS, FnameSSs (50250)
06/30/2017 4:05:34 PM In bed in room, with blankets
./ GEORGE, CUH pulled up to her chin, wearing 02, tube feeding on pump at
60 ml hour, wearing oxygen, eyes closed, chest moving up/
down, appears asleep, wearing hospital gown, clean, no B
< RESReE odors04,/04,/2017 8:54:11 AM She is in bed, laying supine, e
hob up 30 degrees, eye open, does not make eye Contact,
v MOUSE, MIG| non- verbal, wearing hospital gown, clean, grecmed, no No
odors, tube feeding going via pump at 60 co/hr, date and
time on feeding ok, tvon

c RUBBLE, BAR| N0

Mo Harm

‘ Close|
v BROWN, CHA - " [No

Figure 69: Finalize Sample—Care Area notes

More ...

“Sample Finalization Tips” on page 201

User’s Guide

3/19/20 95



LTCSP Procedures

Finalize Sample by Resident view

By default, current sample residents are listed according to the value in the
Sort residents field. The Finalize Sample by Resident view displays basic
resident information, the number of care areas marked as Further Investigate
for each resident, and also provides the ability to select which residents to
include in the sample.

| Long-Term Care Suruqr Process

Finalize Sample

Filter by group: Sort residents: A

curent sample cand <] [suveer -1 &

Facility Census:  ©1  Target Sample Size: 15 Current Sample Size: 0 View Cument Workload [

Samp Name Offsite # CAs Room System Sclected Unnecess Meds Sui 0 =

v POTTER, HARRY G (51) * 3 32 Ne @

v RUBBLE, BARNEY F (15) & 2 32 No 50240-Salk =
ANT, ATOM F (3) 7 i1 Mo

Care Areas: Cholces MDS Indicators: pon Limitation / Receiving Services
chiliey Major Infections
Dialysis Depression
smoking
Edema

Agvan: i
Modify Care Areas

P o . LB

Al B g s oy I M il e, B A B B i gl A i, U Yt 1 e .

Figure 70: Finalize Sample with resident expanded to show care areas and MDS indicators

More ...
“Sample Finalization Tips” on page 201
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Finalize Sample by Care Area view

Care areas are listed by default in descending order according to the number
of residents marked for Further Investigation for each area. In Sample shows
how many of these residents are included in the sample. Care Area view may
help in ensuring care area representation in the sample.

Finalize Sample by Care Area

Filter by grot Sort residents:

{curent sample Canci < [sunveyor -] /2% (5 sort Care Areas Alphabeticaly
Facility Census: 1 Target Sample Size: 15 Current Sample Size: 0 View Cument Workload
~ Advance Directives # Further Investigates: 6 #In Sample: 0
~ Choices # Further Investigates: 4 # In Sample: 0 e

ANT, ATOMF (3) 1 Mo

MDS Indicators: pom Limitation / Receiving Services
Activities

" Major Infections
Dialysis Depression
smoking

oncem

= FIME, JUST (46) 29 No Concem

R R P S Sy S N SN S W para——y - - .

Figure 71: Finalize Sample by Care Area with resident expanded

More ...

v

"‘Sample Finalization Tips” on page 201
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Finalize Sample Filter and Sort
Filter and sort functions are available in both Resident and Care Area views.

Filter by group: St
lCurrent Sample Candi -] E.
All Residents t

Current Sample Cagdida'tes
Final Sample .

Figure 72: Finalize Sample—Filter by group options

Sort residents: &.
v |Surveyor v] -
o Name

Room

] eyo

Offsite Selected
Mew Admissions
Facility Reported Incidents
Vulnerable Residents
Complaint Residents
i dentified Concern

e

Figure 73: Finalize Sample—Sort residents options

In Care Area view, you can also sort CAs alphabetically.

Filter by graup: Sort residents: -
Current Sample Candi '] |Suwey0! '] & ¥ Sort Care Areas A

Facility Census: | Target Sample Size: 19 Currant Samp

tart Sample Finalizatiol
View Current Workload

Iphabetically

« Abuse # Further Investigates: 2 #In Sample: 0
v Accident Hazards # Further Investigates: 1 #In Sample: 0
v Activities # Further Investigates: 1 #In Sample: 0
v ADL Decline # Further Investigates: 0 #In Sample: 0
“ ADLs # Further Investigates: 0 #In Sample: 0 1
« Advance Directives # Further Investigates: 0 #In Sample: 0
*' B&B Incontinence, Low Risk B&B # Further Investigates: 0 #In Sample: 0
v Participation in Care Planning # Further Investigates: 1 #In Sample: 0
v Catheter # Further Investigates: 2 #In Sample: 0
v Chanoe of Canditing # Further Investinates:, 0) #InSamnle: ()

Figure 74: Finalize Sample by Care Area sorted alphabetically

More ...
“Sample Finalization Tips” on page 201

For more information about the sample selection process, refer to Step 17 in the Long
Term Care Survey Process (LTCSP) Procedure Guide (In LTCSP: Navigation menu |
Resources | Procedures Guide).

Adjust Facility Census

The facility census number determines the target sample size. When you are
out in the field, you may discover that the census number is different than that
reported in MDS which may affect your target sample size.
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If the census number is changed, the system automatically adjusts the Target
Sample Size. Target Sample Size is the minimum number of residents for
the sample. Current Sample Size indicates the number of residents currently
included in the sample. The Current Sample Size shows “0” until you click the
Start Sample Finalization button.

Note: The sample size can exceed the target sample number.

Filter by group: Sort residents: ®
Current Sample Candi = | |Surveyor - EEL

Facility Census: ©1 Target Sample Size: 15 Current Sample Size: 0

Figure 75: Finalize Sample—census and sample size
To update the facility census:
1 Open the Finalize Sample screen.
2 Enter the new number in Facility Census.

3 Press Tab (this moves the focus to the Start Sample Finalization button,
don’t press Enter or you’ll start the finalization) or click out of the box to
update.

The Facility Census and Target Sample Size update on the screen.

Note: Any team member can update the sample even though only the TC can
finalize the sample.

Start Sample Finalization

The team coordinator initiates the sample finalization process during which the
survey team determines which residents to include in the sample for
investigation. Keep the following guidelines in mind when selecting the sample:

o Verify that all care areas marked for further investigation for any resident
are represented in the sample.

e Include residents marked for Harm or Immediate Jeopardy (1J).

e Include the complaints and Facility Reported Incidents (FRI) from the initial
pool (maximum of five per team). Any other complaints/FRIs (above the
five in the initial pool) that were brought onsite for investigation must be in
addition to the sample, i.e., “additional complaints/FRIs” per Step 17 in the
Long Term Care Survey Process (LTCSP) Procedure Guide.

¢ Include residents with an abuse concern or if there is a history of abuse at
the facility.

¢ Include hospice, dialysis, ventilator residents, and transmission-based
precautions, even if none are marked for further investigation.

When sample finalization is initiated, the following actions are triggered:
e A snapshot of resident information is created.
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e Residents are system-selected for the sample if they are:
- Offsite selected with at least one care area marked Further Investigation
- Added by surveyor and marked for IJ or Harm
- Marked further investigation for the Abuse care area

e Five residents, if possible, are system-selected for an unnecessary
medication review. These residents may not have been a part of the initial
pool and may not be in the sample.

Note: The unnecessary medication review residents appear on the
Investigations screen and the review is to be completed even if they were
not selected to be included in the sample.

More ...
For detailed information about the sample selection process, refer to Step 17 in the
Long Term Care Survey Process (LTCSP) Procedure Guide (In LTCSP: Navigation menu
| Resources | Procedures Guide)

To start sample finalization:

1 From the Navigation menu, select Finalize Sample.

2 Select the Start Sample Finalization button in the upper right.
The button appears only if you are the team coordinator.

Finalize Sample

(1%
-y tart Sample Finalizatio
Current Sample Size: 0 Wiew Currant Worklnad

Figure 76: Finalize Sample-begin sample finalization

Tip: If you start sample finalization on the Finalize Sample screen too soon,
press Alt + U to reactivate the Start Sample Finalization button. This
only works for Start Sample Finalization; once the sample is finalized,
it cannot be reset.

3 Select OK on the popup listing the residents selected for Unnecessary Meds.
4 Review the sample.

Note that:

e Current Sample Size has been updated
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e Start Sample Finalization button title has changed to Finalize Sample

e System Selected and Unnecessary Meds columns are populated/updated

Finalize Sample

Filter by group: Sort residents: Tﬁ

|Curren( Sample Candi v] |Rourn ' Finalize Sample ){E}

Facility Census: 49| Target Sample Size: View Current Workload 3

e Subg P eyor Sample R -

. 3

v ] BULDOG, SPIKE M (18) 0 1054 Yes ¥ ew Admit 98988-Swoopes -

v (| JONES, FRED S (8) 2 1058 No Wulnerable 50250-Trass - E

v v CLOUSEAU, INSPECTOR N (63) 5 107A- [} No Wulnerable | @ga87-Lin -| Harm

v "4 RUBELE, BARNEY (15) 1 2004 [ ] No OBOEE-Swoopes -

v "4 BROWN, CHARLIE (12) 2 2038 [ ] No 98987-Lin -

v (| BEAR, YOGI B (36) r4 2048-8 No 50240-Tra3l -

v v GEORGE, CURIOUS J (29) 2 206A \ [ ] No J 50250-Trass -| Harm

Figure 77: Finalize Sample screen - sample finalization initiated

5 Make changes as necessary. Only the TC can update information.

Reset Sample Finalization

It is important to wait until all interviews, observations, and record reviews
have been completed by the team and all data has been transferred to the team
coordinator. This ensures that all the information is available to make sample
decisions, including any unnecessary meds candidates determined from the

limited record review.

If, however, you start the sample finalization process on the Finalize Sample
screen prematurely, you can reset the sample data.

To reset sample finalization:

= Press Alt + U to return the data to the state it was before beginning sample
finalization. This function:

e Toggles button from Finalize Sample back to Start Sample Finalization.

e Resets sample selections—any selections you made will not be retained.

e Recalculates the unnecessary meds residents when you start sample
finalization again ensuring that any unnecessary meds candidates
determined through the limited record review will be included.

This function ONLY works to reset the begin sample finalization; once finalized,
the sample cannot be reset and finalized again.

More ...

“Sample Finalization Tips” on page 201
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Modify Resident Care Areas

Add

The team coordinator can add or remove care areas for residents as
appropriate. For example, if you discover a resident is susceptible to falls and
the Falls care area is not marked for Further Investigation, you might want to
add the Falls CA for that resident.

Note: If a care area marked for Further Investigation triggers a facility task,
that CA is not listed in the Finalize Sample screen. For example, any concerns
with sufficient staffing will not be displayed on this screen since those concerns
will trigger the Sufficient Staffing facility task.

To modify care areas for a resident:
1 From the Navigation menu, select Finalize Sample.

2 In Resident view, expand the resident’s record and select Modify Care
Areas.

-0r-

In Care Area view, expand the care area, expand the resident’s record, and
select Modify Care Areas.

The Add/Update Care Area window displays a check list of CAs for the
selected resident.

3 Select the checkbox for a CA to add it, clear the checkbox to remove it, click
Save to close the window.

Residents to Sample

The team coordinator may need to add residents to the sample:
e To reach the Target Sample Size

e To add any residents who should be included even if the sample size has
already met the target

e To replace system/offsite-selected residents with more appropriate
candidates

When adding residents to the sample, consider the following criteria:

e Residents with the most concerns

e Residents with concerns related to quality of life and resident rights
e Residents with medication related concerns

e Residents in any unrepresented areas of the buildings

e Prior survey and/or complaint results
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To add a resident to the sample from Resident view:
1 Open Finalize Sample in Resident view.
2 Click the down arrow to the left of a resident’s name to review information.

3 To add the resident to the sample, click the Sample checkbox next to the
resident’s name.

The Current Sample Size number is increased by 1.
To add a resident to the sample from Care Area view:
1 Open Finalize Sample in Care Area view.
2 Look at the list of care areas.

You may find a CA not represented in the sample that should be. For
example, if a CA has a number > 0 for Further Investigates (FI) but 0 in the
sample, you will add a resident from that CA to the sample.

3 Click the arrow next to the CA name to show the list of residents marked for
FI.

4  Click the Sample checkbox next to the resident’s name to add the resident
to the sample.

The Current Sample Size number is increased by 1.

Remove Residents from Sample

The team coordinator may want to remove a system-selected resident from the
sample. For example, another resident with more concerns may be a more
appropriate candidate for the sample. A reason is required to remove a
system-selected resident.

To remove a resident from the sample:
1 Open Finalize Sample, either view.

2 Clear the Sample checkbox (remove the checkmark) for the sample
candidate you want to remove.
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3 For asystem-selected candidate, select a Reason and enter a Description
of the reason.

A description is required only if Other is selected as the reason.
The Current Sample Size humber decreases by 1.

= Select Resident Removal Reason @

Please indicate the reason why DE VIL, CRUELLA
M (17) is being replaced in the sample.

Reason: |Other 'J
|l Cancel |

Figure 78: Remove a system-selected resident from sample

Description:

Complete Sample Finalization

The sample identifies residents that will be included in the investigation
process. When the team decides which residents to include in the sample, the
team coordinator finalizes the sample.

Sample finalization cannot be undone. However, you can add or remove
residents during investigations, so the team retains the flexibility to guarantee
the most appropriate residents are included.

To finalize the sample:
1 Open Finalize Sample, either view.
2 Set Filter by group to Final Sample.

3 Before finalizing the sample, review the candidates and compare them to
the process recommendations.

4  Click the Finalize Sample button.

WARNING! This action cannot be undone, so be careful about pushing this
button.

5 Click Yes in the confirmation message to finalize; click No if you want to go
back and review the sample again.

If Yes, the sample is finalized if it is complete. A warning appears if the
sample is missing key care areas/residents.
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6 If a warning message appears, select Cancel and add the recommended
care areas/residents.

-0or-

You can override the warning and proceed with sample finalization. You
must provide a Rationale and select Save.

Note: In some cases, e.g., a selected resident does not have any defined
care areas, you cannot override the warning and continue without
addressing the issue.

7 When the sample finalization completes successfully, click OK to confirm.
When a sample is finalized:

e The Finalize Sample button title changes to Finalized and the
checkmarks in the Sample column are disabled.

e Facility tasks triggered by the finalization (e.g., Personal Funds) now
appear on the Facility Tasks screen.

e All residents—including system-selected and unnecessary meds—and
investigative areas determined in the sample are listed on the
Investigations screen. Surveyor assignments should have been made by
now. However, any residents not assigned to a surveyor for investigation
appear at the bottom of the list when the filter is set to All
Investigations.

More ...
“Facility Tasks” on page 109
“Sample Finalization Tips” on page 201
“Resident Investigations” on page 130

Balance the Survey Team’s Workload

The LTCSP application assigns the surveyors to the residents they added during
interview, observations, and record review. Surveyors can be reassigned to
better distribute the workload before finalizing the sample or conducting
investigations.

The Workload screen provides a snapshot of how the work is distributed among
the team members. You can access it from these screens:

e Closed Record Sample
¢ Finalize Sample

e Facility Tasks

e Investigations

Note: Remember that team coordinators can assign any survey team member;
team members can only assign themselves.
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To view workload:

1 Click the View Current Workload link on the Closed Record Sample,
Finalize Sample, Facility Tasks, or Investigations screen.

=& Workload
Staff ID Name Facility Tasks Residents Investigations o
¥/ & XX001 SURVERYORLONE 3 0 0 &
v XX002 SURVEYORZTWO 3 0 0 =
v ¥X003 SURVEYOR3THREE 2 0 0 7
2

P P S S W
Figure 79: Workload screen
For each surveyor, the default view shows the number of assigned:
e Facility tasks
e Residents
e Investigations
2 Click the arrow to the left of a surveyor to display more detailed information.

=& Workload
Staff ID Name Facility Tasks Residents Investigation:
st 50215 Tra06, Fname06 0 al 3
98988 SWOOPES, SHERYL O 2 3
Facility Tasks| Resident Room __Investigation
O—' DUCK, DAFFY(20) 108-W  Hydration

108-W  Hospice

RUBELE, BARNEY(13) 110 Vision/Hearing

Figure 80: Workload details for a surveyor

3 Review the information to determine if adjustments are needed to balance
the workload.

4 Reassign surveyors if needed.

Once the sample is finalized, go to the Investigations or Facility Tasks
screen, as applicable, to adjust surveyor assignments.

More ...
“Assign Investigations” on page 133
“Assign Facility Tasks” on page 113
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Closed Record Review Sample

The Closed Record Review (CRR) is considered a resident investigation. To
begin the CRR, you need to finalize the CRR sample. The three status options
that identify residents as CRR candidates and reflect discharges that occurred
in the last 90 days (from date of survey shell export) are:

e Expired: resident died unexpectedly, i.e., was not on hospice and not
terminal

e Hospitalized: resident was discharged to a hospital and did not return to
the facility

e Discharged to community: resident was discharged and went home or to
another nursing home

The candidates are listed on the Closed Record Sample screen and are either:
e Preselected by the application

The system uses MDS data to automatically select three closed record
review candidates, one with each status.

e Offsite selected residents identified as discharged during the initial pool
process

Open the Closed Record Sample screen

To open the Closed Record Sample screen:
1 From the Navigation menu, select Closed Record Sample.

The Closed Record Sample screen opens and lists CRR candidates. The
System Selected column is marked for the three automatically selected
residents.
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The Instructions section is expanded by default; you can collapse it. The
instructions may be especially helpful if there are multiple residents
available for one of the closed record areas, or no residents for a care area.

= Closed Record Sample

=F\\ter by group: ~ [nstructions Finalize Closed Record Samplej

O_ne.dcsed record review shcu\c_l be conducted f_or each of the fol\owipg discha rges that occurred View Current Workload
within the last 90 days: 1) a resident who was discharged to the hespital and did not return to the

facility, 2) a resident discharged to the community (e.g., home or another nursing home), and 3) a

resident who died (who was not on hospice and not terminal).

Q@ H B

The software system selected one resident for each of the required discharge types(as available).
Surveyors should use discharged offsite selected residents to replace system - selected residents for
the closed record reviews as long as the discharged offsite selected residents fit the required discharge
types. If the software wasn't able to find a resident in one of the three closed record review care areas
(e.g., a resident did not unexpectedly die in the last 90 days) and there are no discharged offsite

residents who died unexpectedly, you do not need to find a resident that fits that care area.
[Selected Name Offsite System Selected Area of Investigation
4 BOND, JAMES A (52) [ ] {ospitalized

"4 HOLISTER, PETE  (50) e haroed t ——
v POTTER, HARRY [ (51) ] nired

M S

Figure 81: Closed Record Sample screen

2 Select the desired Filter by group option: All Residents or Closed
Record Candidates.

Adjust the Closed Record Review Sample

The team coordinator can add or remove residents to/from the CRR sample as
needed. For example, you might want to replace a system-selected resident if
you have an offsite selected resident who left the facility and is a more
appropriate candidate. If possible, ensure that your CRR sample includes one
with each status.

To add or remove a CRR sample candidate:

1 In the Closed Record Sample screen, select or clear the Selected
checkbox to add or remove a sample candidate.

2 To add a resident not listed as a CRR candidate, set Filter by group to All
Residents, mark Selected, and choose the applicable Area of
Investigation.

3 If you remove a system-selected resident, enter a rationale for your
decision.
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Finalize the Closed Record Review Sample

The team coordinator can finalize the CRR sample whenever the team has
decided on the residents for the sample.

To finalize the sample:

1 Before finalizing the sample, review the candidates and compare them to
the process recommendations.

2 In the Closed Record Sample screen, click the Finalize Closed Record
Sample button and click OK.

e The Finalize Closed Record Sample button title changes to Finalized in
the Function toolbar and the checkmarks in the Selected column are
disabled.

e All residents in the CRR sample are included on the Investigations
screen. The CRR candidates are not assigned to a surveyor. Since the
default view on the Investigations screen is My Investigations, you
need to change the filter to All Investigations to view and assign the
CRR candidates.

Once the CRR sample is finalized, surveyors can conduct closed record
reviews, using the relevant pathway, from the Investigations screen at any
time.

More ...
“Complete a Closed Record Review” on page 143

Facility Tasks

There are two types of facility tasks:

e Mandatory

e Triggered

All facility tasks have:

e A pathway to guide the investigation, i.e., Use, Instructions, Probes/CE

Critical element (CE) questions answered by surveyors to identify whether
the facility is in compliance or not

A Notes fields for documenting the investigation

Ability to display combined compliance decisions and documentation for a
task being investigated by multiple surveyors

Ability to add a new resident directly from a facility task screen
Other options available in certain facility tasks:

¢ Dining Observation and Kitchen provide a place to enter handwritten notes
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e Beneficiary Protection Notification, Dining Observation, Environment,

Infection Control, Medication Administration, Personal Funds, Resident
Assessment, Resident Council, and Sufficient and Competent Nurse Staffing
tasks also have a Resident Initial Pool Notes field where surveyor care area
notes for residents listed in the facility task appear for all surveyors

U Long-Term Care Survey Process
=@ Dining Observation

= w7

T L
Pathwi
* Use s
Handwritten

Dining Observation - Each survey team member will be assigned a dining area, If there are fewer surveyors than dining ar fiites
the most dependent residents. The team is responsible for obsenving the first meal upon entrance into the facility. Additionalob
if the team identifies concerns. The surveyor assigned primary responsibility will answer all CEs. Any other surveyor assigned a dining location will commplet ’
the observations and answer CEs of concern. While it is not mandatory, the team member responsible for the Kitchen task should alse consider completing -
the Dining task. Potential nutrition or hydration concerns should be investigated under the resident. &

« Instructions Ei
* Probes/CE

1. Does staff distribute and serve food under sandtary conditions? %

Meal Services

O Detarmine whether staff are using proper handling techniques, such as:

— =
Name Room Resident Number Admission Date Remove

BOND, JAMES 28 52 03/24/2018 :::

RICKSON, VELMA 42 2 02/09/2018 H

GREVEONAL ANMGIE Tl 18 05 1A04 b 4
MNotes:

Facility Task Motes @ Resident Initisl Poal Notes

LINUS VANDERBELT

02/11/19 12:59 Resident # 5 says that the food is often served cold and the dining area is d
prior residents and even prior meal services. The snacks are the same almost every day--no CHOICES:

Show Answers for: [ Current Survevor =

Figure 82: Dining Observation facility task

Facility tasks can be:

e Removed with justification rationale
e Initiated before they are triggered or if previously removed
More ...

Mand

v

“"Facility Tasks Tips” on page 202

atory Facility Tasks

Mandatory facility tasks are available any time during the survey.

Beneficiary Protection Notification
Dining Observation

Infection Control

Kitchen

110

3/19/20 LTCSP 11.9.1



Facility Tasks

Medication Administration
Medication Storage and Labeling

Quality Assessment and Assurance and Quality Assurance Performance
Improvement (QAA and QAPI)

Resident Council
Sufficient and Competent Nurse Staffing

If Further Investigation was marked for Sufficient Staffing during the
resident interview, those residents appear for this facility task after the
sample is finalized.

Three mandatory facility tasks have unique features:

Medication Administration
Medication Storage and Labeling
Resident Council

More ...

“Medication Administration” on page 122
“Medication Storage and Labeling” on page 127
“Resident Council” on page 127

Triggered Facility Tasks

There are three triggered facility tasks:

Environment

Personal Funds

Resident Assessment

Extended Survey (triggered from Potential Citations)

The Environment and Personal Funds tasks are triggered when certain care
areas are marked for further investigation during an interview or observation.
Resident Assessment is triggered when the MDS Discrepancy checkbox is
selected for a CA and no concern is specified, or if there was a delay with the
completion and/or submission of MDS assessment data.

When the TC finalizes the sample, triggered tasks automatically appear on the
Facility Tasks screen. The resident(s) who were marked FI for the associated
care area are listed for the facility task along with any notes.

Triggered facility tasks appear on the TC's Facility Task screen when the sample
is finalized, and on team members’ Facility Task screens after data is shared

following sample finalization. If a triggered task does not appear on the screen
after the sample is finalized, that task does not require an investigation.
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Surveyors can initiate triggered tasks anytime during a survey. When initiated
by a surveyor, a triggered task is immediately available.

More ...

v

"Non-mandatory Facility Task Triggers” on page 203

Open the Facility Tasks screen

From the Facility Tasks screen, you can:
e View the facility task list

e Assign tasks

e Initiate tasks

e Remove tasks

To open the Facility Tasks screen:

1 From the Navigation menu select Facility Tasks.

Facility Tasks

A

Assigned To Remove Potential Citations

Tags marked for
F561, F806, F807 potential citation

F558 F584, Fo23

reneficiary Protection Motification XX003-MIGHTINGALE

Dining Observation (COMP) 30129-MALLON,XX001-CURIE

Environment (COMP) 30129-MALLON XXD02-SALK

Infection Control " PO3-NIGHTINGALE
Complaint
Kitchen (COMP) indicator Roos.cume

Medication inistration 30129-MALLON XX002-SALK

F880

F800, F801, F805, FB12
F759, F761
Medication Storage and Labeling X002+ SALK

Personal Funds (COMP) 30129-MALLON

XX003-MIGHTINGALE

XX001-CURIE XX002-SALK o

Remove atask (TC)
F565

ficient XX001-CURIE F726, F741

Resident Council H(003-MIGHTINGALE x

Figure 83: Facility Tasks screen

2 Select desired Filter by group option.

More ...
“Facility Tasks Tips” on page 202
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Assign Facility Tasks

A surveyor must be assigned to a facility task to answer the Critical Element
(CE) questions and enter notes. The team coordinator can assign facility tasks
to any surveyor on the team. Team members can assign facility tasks only to
themselves. Multiple surveyors can be assigned to a task. All surveyors can
view those tasks they are not assigned to as read-only.

To assign a facility task:

1 Open Facility Tasks.

2 From the Assigned To drop-down list:
e If you are the TC, select one or more surveyors or All.
e If you are a team member, select yourself.

3 Click out of the drop-down list to close.

Tip: If a field that you need to edit is read-only, this means you are not
assigned to the facility task. Click the Back button to return to the Facility
Tasks screen and assign yourself to the task.

To remove a surveyor from a facility task:
1 Open Facility Tasks.
2 From the Assigned To drop-down list:
e If you are the TC, remove the checkmark from one or more surveyors
e If you are a team member, remove the checkmark from your name.
3 Click out of the drop-down list or press Escape to close.

Note: The system prevents you from unassigning any surveyor (including
yourself) who has entered any facility task data.

More ...
“Open the Facility Tasks screen” on page 112
“Facility Tasks Tips” on page 202

Initiate a Facility Task

Although Environment, Personal Funds, Resident Assessment, Extended
Survey facility tasks are triggered tasks, any surveyor can initiate (add) them
at any time during the survey.

User’s Guide 3/19/20 113



LTCSP Procedures

To initiate a facility task:

1 Open the Facility Tasks screen and select the Add New Task icon.

"= Long-Term Care Survey Process

-

= Facility Tasks

Figure 84: Add New Task icon

The Task field in the Select One or More Tasks window lists currently inactive

tasks such as triggered tasks that have not triggered and tasks removed by
the TC.

e )

* = Required
Please select any tasks you would like to initiate.

*Task:

| Environment
() Extended Survey
(") Personal Funds

[_] Resident Assessment

Figure 85: Select One or More Tasks window

2 Select the desired task(s) and click Save.

The new task(s) are added to the Facility Tasks list and are unassigned.

More ...
“Open the Facility Tasks screen” on page 112
“Facility Tasks Tips” on page 202
“Remove Facility Tasks” (below)

Remove Facility Tasks

The team coordinator can remove any facility task as necessary, but must

provide a rationale. For some tasks, you can select from available rationale
options; for others an explanation is needed.

Note: If you decide that you should complete a facility task that has been

removed, you can re-add the removed task using directions above for initiating
a facility task.
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To remove a facility task:

1 Open Facility Tasks.

2 Click the red X in the Remove column for the applicable task.

3 Click Rationale.

4 Select a reason, or select Other and enter an explanation.

5 Click Save.
The task is removed from Facility Tasks. It will appear in the Add New Task
list in case you want to re-add the task.

More ...

“Initiate a Facility Task” on page 113
“Open the Facility Tasks screen” on page 112
“Facility Tasks Tips” on page 202

Open a Facility Task

On the screen for a specific facility task, you can:

e View task details

e Complete the task

e Add resident(s) to the task, if applicable

To open a facility task:

1 On the Facility Tasks screen, click a task name to open it.

By default, individual facility task screens open with the Use section
expanded, the Instructions section collapsed, and the critical element
questions expanded under the header Probes/CE.

The Probes/CE section shows the CE questions followed by the relevant
probes below each CE. Some probes may apply to more than one CE. For
example, the probes listed under CE1 on the Kitchen task screen also apply
to CE2.

2 Expand and collapse sections as desired.
3 Resize sections using the blue Expander bars.
4 Use the Pathway link to open a PDF of the entire pathway.

You can resize the PDF and LTCSP windows as needed to view the PDF along
side the facility task screen.
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5 Click the button to the left of the Pathway link to toggle expansion of the
top section in the facility task.

Kitchen - Read Only

= Use
Kitchen/Food Service Observation: Complete the initial brief kitchen tour upon arrival 2t the facility, with ob:

Expand/collapse
CE section

indicate potential for foodbome illness. Make additional observations throughout the survey process in order to gather all information need View PDF of ]
current FDA Food Code as needed. pathway f
~ Instructions ;

~ Probes/CE Eil

1. During the initial brief tour, are foods stored and/or prepared under sanitary conditions? FB12

Initial Brief Tour of the Kitchen: Review the first two CEs to ensure practices prevent foodbome iliness.

Potentially hazardous foods, such as beef, chicken, pork, etc, have not been laft to thaw at room temperature,

Food items in the refrigerator(s) are labeled or dated.

Potentially hazardous foods such as uncocked meat, poultry, fish, and eggs are stored separately from other foods (e.g, meat is
thawang so that juices are not dripping on other foods).

Hand washing facilities with soap and water are separate from those used for food preparation.

Staff are practicing appropriate hand hygiene and glove use when necessary during food preparation activities, such as between
handling raw meat and other foods, to prevent cross-contamination.

O Cracked or unpasteurized eggs are not used in foods that are not fully cooked (per observation or interview).

O Food is prepared, cooked, or stored under appropriate temperatures and with safe food handling technigues.

Q S5taff are employing hygienic practices {e.g., not touching hair or face without hand washing) and then handling food

ooo

oo

- - . RITRE N PR S E— PR TR )

Notes:
SURVERYOR1,0NE DO001)
02/12/19 07:33 AM Temperatures are not checked often enough; foods began to get too cold between sittings

Show Answers for: |all Survevors =]

Figure 86: Kitchen—mandatory facility task

Note: Some facility tasks do not have instructions.

Facility tasks involving residents have a residents section, e.g., Dining
Observation. Residents with MDS indicators for Weight Loss and
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Dehydration and initial pool residents marked FI for Food, Nutrition, and
Hydration are automatically listed on the Dining Observation screen.

= e

=@ Dining Observation

¢
- Use g
* Instructions $

Room Resident Number Admission Date Remove

. BOND, JAMES 28 52 03/24/2018 “
DICKSON, VELMA 42 2 02/09/2018 % 1
GREYSON, ANGIE 30 38 05/14/2014 | f
NEUL M4  d j
POTTER, HARRY 14 51 12/12/2018 » ;
SHORT, STEWART 20 37 03/20/2012 X !
YANDERBELT, LINUS 22 5 03/13/2018 x 3

Figure 87: Dining Observation—mandatory facility task with residents section

All triggered tasks include a residents section (showing Name, Room,
Resident Number, and Admission Date) with notes about the residents from
the initial pool. Individual notes can be viewed by clicking the resident name
in the list or all resident notes can be viewed at once by selecting Resident
Initial Pool Notes in the notes section.

7 Long-Term Care Survey Process =&
=) Personal Funds
~ Use
Personal Funds Review: Complete this review if a resident or representative had concemns with their personal funds account during the initial pool process. =

Residents should be given the oppertunity to manage their own personal funds, and the facility may not require residents to deposit their funds. If residents
choose to have the facility manage their funds, the facility may not refuse. If concemns are identified. review additional resident accounts to determine the

frequency of identified problems and review the facility's policies, procedures and systems. (@
= Instructions =
~ Probes/CE i
Questio In Compliance Tag erity @)
1. Do residents have ready access to their personal funds managed by the facility? ] Yes Mo NA 567

Access to Funds: Review this CE if the resident or representative had concems about access to ther funds.

Toom Resident Number Admission Date Remove
BROWN, CHARLIE P 25 12 01/26/2017 »

FRANKLIN, ELMER M 31 12/29/2015 L]

=
Motes: Facility Task Hnte" s Residertt Initial Pool Notes ’

HARLIE BROWN

Select to see list of

¥ for family visits must ask a |a
all resident IP notes

02/11/19 1255 PM  Resicent # 12 must always ask for statements and they take a long time
week in advance,

Show answers for: [Curment Survevor = 80%

Figure 88: Personal Funds—triggered facility task with residents section
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If there is a residents section, you can click a resident name to view any notes.

|
»
EESS, DOUGLAS X, }
3 |
El 1
EUEHRER M\ hee 11/07/2016 |
SURVEYOR3, THREE (XX003) - Hydration - . 3
GATES. S¥iy 04/03/19 11:30 AM  they always bring water or tea 5022018 - j
to him when they visit. He loaks very thirsty--dry -
HARTELL.E lips, dry skin. Concerned he doesn't get enough Ll 3
fluids, = p—
Notes: I
04/03/19 1
Salad look pected.

Close

i - gy

L e S p— s i il il el R
Figure 89: Facility Task resident notes
_Or_

You can select Resident Initial Pool Notes above the notes field to see all the
resident notes listed.

Notes: Facility Task thz & Resident Initial Pool Notes ’

02711719 06:40 AM  Resident & 38 was expenencing weight loss according te MDS; still losing too much weight.

02/11/19 0106 PM  Resident # 37 says that he is often thirsty and has to go find someone to provide their special drinks. Just gets water out of the sink.

Show Answers for: |Current Survevor =

Figure 90: Facility Task Resident Initial Pool Notes listed

More ...

v

"Open the Facility Tasks screen” on page 112
“Expand/Collapse Sections” on page 22

“Resize Sections with Expander Bars” on page 23

Add/Remove Residents to/from Facility Tasks

If you discover during a task investigation that one or more residents has an
issue and their names are not in the resident list, you can add them, including
a new admission, to the task. Likewise, you can remove any resident from a
task (except residents marked FI for Dining Observation). Beneficiary
Protection Notification, Dining Observation, Environment, Infection Control,
Personal Funds, Resident Council, and Sufficient and Competent Nurse Staffing
have resident lists.
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To add resident(s) to a task:
1 Open the task and click the Add Residents icon in the upper right corner.

2 In the Choose Resident window, select the checkbox for the resident(s)
and click OK.

The resident is added to the residents section.
To add a new admission to a facility task:
1 Click the Add New Resident button in the upper right.
2 Enter resident information and click OK.

3 The system assigns a unique resident ID and this resident is how available
to add to the facility task from the resident list.

Follow the above instructions to add the resident to the facility task.
To remove a resident from a task:

= In the resident section of the facility task, click the red X in the Remove
column, and click Yes to the confirmation message.

The resident is removed from the residents section.

More ...
“Open a Facility Task” on page 115

Complete a Facility Task

To complete a facility task, surveyors must go through all CEs and determine
compliance. Some facility task investigations will be done by more than one
surveyor. For example, more than one surveyor will conduct a dining
observation. In that case, CE decisions and notes from all the surveyors are
combined after sharing data; any non-compliance decision will always override
a compliance decision.

To complete a facility task:
1 Open the task.
2 Determine compliance for each CE.

You can click a related tag number to review regulation text and interpretive
guidance for additional information to make a compliance decision.

3 For In Compliance, select Yes, No, or NA, if available.

Marking In Compliance as No activates the Severity levels. The tag related
to the CE is added to the Potential Citations column for the task on the
Facility Tasks screen and the tag is carried into Potential Citations.

If there are multiple surveyors, notes and CE responses of No
(non-compliance) from all surveyors are included for consideration in
Potential Citations, but the highest severity for the task appears in the tag
tree.
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4 If the CE response is No, select a Severity level.

If a CE is not in compliance and there are multiple related tags (e.g.,
Medication Storage and Labeling CE 2), click Select, select the
checkbox(es) of the relevant tag(s) for potential citation, choose Severity
level, and click Save.

The selected tags are added to the Potential Citations column for the task
on the Facility Tasks screen and carried into the Potential Citations screen.

Tip: To search a list of tags, enter applicable text in the Search box and click
the magnifying glass to search; do not press Enter.

5 Add/remove resident(s) and enter notes with supporting details as needed.
6 When finished, click the Back button to return to Facility Tasks.

Tags marked for potential citation are listed in the Potential Citations
column; those you marked appear in bold.

When a facility task is complete, a green checkmark appears in the Done
column.

More ...
“Open a Facility Task” on page 115
“Add/Remove Residents to/from Facility Tasks” on page 118
“Potential Citations” on page 148
“LTCSP Notes” on page 24

Environment

The Environment facility task offers the option to select which areas of the task
you will answer. Those areas not selected will be marked NA automatically so
you only need to answer the CEs you are investigating.

Any surveyor assigned to the task can select the areas they are investigating.

After the TC finalizes the sample and the Environment task has been triggered
(or when the task is initiated), the TC can open the Environment task without
the Select Investigation Areas dialog opening to review the Resident IP Notes
as long as no one is assigned to the task. Once surveyor assignments have
been made, the Select Investigation Areas dialog appears the first time you
open the Environment task.

To select Environment areas to investigate:

1 Make sure you are assigned to the Environment facility task; click
Environment. The Select Investigation Areas dialog opens.
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2 Select one or more areas that you will be investigating. Click OK.

e Select Investigation Areas ﬁ

Mark the areas you want to investigate in the table below.

L\ﬂ Accommodation of Needs (Physical) - RI, RRI, RO Select Environment
() call Light Functioning - RI, RRL, RO Investigation Areas
& | Sounds Levels - RI, RRI, RO £

(] Temperature Levels - RI, RRI, RO

(L) Lighting Levels - RI, RRI, RO
(] Clean Building - RI, RRI, RO
O Building and Equipment Good Condition - RO

() Homelike - RO

(Coc eance

Figure 91: Select Investigation Areas dialog for the Environment Facility Task

3 The Environment facility task screen opens and all answers are NA except
for those areas that you selected.

Environment

1. Do residents recedve services with reasonable accommeodation of resident needs
and preferences except when to do o would endanger the health or safety of the
resident or other residents?

Accommodation of Needs: Review this CE if there are concerns
| representative, or through observations.

= Interview staff regarding the identified concem to ine how the facility has addressed the concern: }

. INA automatically k.. ¢ ok or scced
selected for 4
other areas

2, Are call systems in all areas functioning properly? Ives (JNo & NA  Fo10

Call Light Functioning: Review this CE if there are conc
- obsenvations.

the call lights not functioning by the resident, repr

‘ » Interview staff if the resident or representative complained about

| functioning to determine how the facility has addressed the concem. :
| 3. Are comfortable sound levels maintained in all areas? 'O ves Ono O NA 84 i

Comnrmd Vvl B fmns e A8 L bbcee e mmmmrems b e rme i e b e e .J---...-.l.'....nt.-ln i
L L‘-»_., ﬂdmww“mw T -

Figure 92: Environment screen with auto-filled NAs and blanks

If you want to change your selections, you can change the answers for any
CE as you normally would, or you can access the Select Investigation
Areas dialog from the Environment screen.
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To change your selections in the Select Investigation Areas dialog

1
2

Click the Task Matrix icon in the upper right.

The Select Investigation Areas dialog opens; remove a selection or add
new selections.

Click OK. As long as you did not answer any of the CEs for the areas you
modified, the system will remove the NA answer from added areas and
replace the blank answers with NA for the removed areas.

Environment

vironmental concems were idq

Mianbha Lol Aoy $onle o
‘hendhat tpnpazed thatastes

Figure 93: Task Matrix icon on the Environment screen

Medication Administration

The Medication Administration facility task consists of two main parts: CEs and
medication administration observations. LTCSP has several features to support
completing the task.

Calculates the observed individual error rate (My Error Rate) when Total
Number of Errors and Opportunities for Errors are entered.

Displays individual observed error rate.
Supports typed or handwritten Med Admin notes.
After data share, LTCSP calculates the Team Error Rate

Determine Error Rate

You can enter Total Number of Errors and Opportunities for Errors in the
Function toolbar on the Medication Administration screen or in the Med Admin
notes screen.

To generate and view your observed error rate:

1

Open the Medication Administration task. You can generate or view the
error rate here, as well as on the Med Admin screen (Medication
Administration Error Rate).

Enter Total Number of Errors and Opportunities for Errors and click
anywhere or press Tab to generate the error rate.

Your observed error rate is calculated and shown in the My Error Rate field
on the Medication Administration screen, and in the Medication
Administration Error Rate field on the Med Admin screen.
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To determine overall (team) observed error rate:

The error rate calculation on the Medication Administration and Med Admin
screens reflects the individual surveyor’s observed error rate.

If more than one surveyor completes this task, the combined error rate can
be seen after sharing data and then viewing answers for All Surveyors. A
combined team error rate information statement can also be pasted into the
Medication Administration Notes field.

To generate the combined error rate if more than one surveyor
completes the Medication Administration observations:

= All surveyors who completed medication administration observations
should enter their error rate information.

= The team (or at least these surveyors and TC) share data.
= View the team totals:

e Open the Medication Administration facility task.

e Change the Show Answers for to All Surveyors.

The combined observed error rate appears in the Team Error Rate
field.

To view the combined error rate in the Facility Tasks report:

= After sharing data, run the Facility Tasks report to see the combined
(team) observed error rate, as well as a breakdown by each surveyor
in the Medical Administration section.

To paste combined team error rate statement:

1 Once you share data and have the team error rate, click in the Medication

Administration Notes field.

Tip: If you paste in the error rate before you’ve done a data share with the

others who completed the error rate, the system will use your error
rate numbers in the statement. Once the team has shared data, the
system will always use the team error rate for the statement.
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2 Click the Paste Med Admin Rate icon (or Alt + M). The system inserts a
statement with the total number of errors, total number of opportunities for
error, and the error rate percentage.

Medication Administration

Total Number of Errors 1| Opportunities for Errors 28 | My Eror Rate 357 8 fier)

-1.-_.'¢U5‘-’-t e T, s e Sl i . Py ¥ SN o

~AClick to add Med Error
Rate statement

Motes:
@8 NS X B UL OO SegoeUl = 1p

@ Facility Task Notes © Resident Initial Pool Motes

Q J

04/04/19 08:37 AM 58 opportunities of medication administration were cbserved and 3 of the 58 medications were not administered in accordance with
physician’s orders, resulting in a medication error rate of 5.17%

Show Answers for: | Cumment Surveyor ~

80%

Figure 94: Team error rate statement inserted into Med Admin Notes

More ...

v

"Open a Facility Task” on page 115
“Generate Reports” on page 33

Enter Med Admin Notes

You can type medication administration observations in the text editor or use a
stylus to enter your notes in the handwriting panel.

To open Med Admin notes:
1 Open the Medication Administration facility task.

2 Click the Med Admin Observations icon in the upper right corner.

Figure 95: Med Admin Observations icon

By default, the Med Admin notes screen opens with the text editor and
handwriting panel both displayed.
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3 At the bottom of the screen, select Show text editor and/or Show
handwriting panel to display and use the text editor and/or handwriting
panel. Select another surveyor from the Staff ID dropdown to view their

Med Admin notes (after data share).

=& Med Admin

Tatal Number of Errors o Opportunities for Errors o Medication Administration Error Rate %
® Write O Erase {Ob

R8N X B/UZOA . . Previous P399 2 | Next Copy Text to Clipboard
Enter observation notes using the Igeyboarci ;
Resident: J,vm]}[ ]Tl Room:
Nurse: 1
Fsny
Date/Time: &
3
D_rug.f?ﬁh\gﬁ!ﬂ?l!l&l _— .ﬂillti o . L Error

Staff ID: |MALLOM, MARY -' W' Show text editor W Show handwriting panel ' .

Figure 96: Text editor and handwriting panel options for Med Admin

Note: Notes entered here do not carry forward to the Potential Citations
screen. If non-compliance is determined, you should document the applicable
information in the Notes section on the Medication Administration screen.

To edit text in the handwriting panel:
= Use the Write/Erase radio buttons in the upper right.

RateJ% | @

)board| @ Write O Erase {C}

Figure 97: Write/Erase buttons for handwriting panel
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To copy text from the handwriting panel to the text editor:

Page:J [Next[Copy Text to Clipboard|°-' Write © Erase

Resident: Room:

MNurse:

Date/Time:

Drug/Dosage/Route MNotes Error
o Us e

t\\Pbm ar o

Figure 98: Handwriting panel with notes entered

1 If you have multiple pages of handwritten notes, click Next or Previous to
navigate through the pages.

Previous P30S 2 |Next Copy Text to Clipboard

Figure 99: Next and Previous buttons in handwriting panel
2 To copy all handwritten text, select Copy Text to Clipboard.
3 Click in the text editor window.
4 Select the Paste icon, or press CTRL + V to paste the text.

Total Mumber of Ermors!
@Ee NS X @ IUz2 "j

Figure 100: Paste icon in text editor
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The text should now be pasted into the text editor. You can also paste this
text into other notes fields, e.g., Surveyor Notes.

Total Mumber of Errors ¢ og
B8NS XiIH B/ UL DLE segoeul
To use copy Text to clipboard :

Pt i s i g o . e o g, el

-

Figure 101: Text editor after copying and pasting text from clipboard

More ...
“Medication Administration” on page 30

Medication Storage and Labeling

Medication Storage and Labeling has the following task-specific features:
e Fields for entering the number of med storage rooms and carts at the facility

e Once the numbers are entered, automatic calculation of how many med
storage rooms and carts need to be reviewed by the survey team

To automatically determine how many rooms and carts to evaluate:
1 Open the Medication Storage and Labeling facility task.

2 Enter the Number of med storage rooms the facility has.

3 Enter the Number of med carts the facility has.
4

Click anywhere on the screen or press Tab. The system performs the
calculation and displays the result next to the numbers fields: You should
review <number> med storage rooms and <number> med carts.

If you entered an incorrect room or cart number, simply change the number
and recalculate.

More ...
“Open a Facility Task” on page 115

Resident Council

The Resident Council facility task is similar to other facility tasks where you can
track residents, but includes several unique features.

e In the Resident Council column, you select Yes or No for each CE based
on what residents say during the meeting.

If you select No for Resident Council, the In Compliance column is
activated. Once you conduct an investigation of the residents’ concern(s),
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you will mark In Compliance as Yes or No. If the CE is not in compliance,
select a Severity level.

Resident Council

D
~ Use 8
Resident Council Interview- Complete an intenview with active members of the Resident Council early enough in the survey to afford the team enough A :3
| time to investigate any concems. If there is not a resident council, determine whether residents have attempted to form one and have been unsuccessful,
and if so, why.
* Instructions &
~ Probes/CE Es

1. Does the Resident Council meet on a regular basis?

L TR P S e S S et P

S

Figure 102: Resident Council CE

CE 24 works uniquely. Unlike the other CEs, selecting Yes for Resident
Council activates the In Compliance options. If In Compliance is No,
click Select to open the Select Non-Compliant Tags window, which lists
other F-tags. Select the applicable tag(s) for potential citation, select
Severity, and Save.
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The screen will not display the tag numbers selected or their severity, but
the tag numbers will be listed in the Potential Citations column for the task
on the Facility Tasks screen. You must open Select Non-Compliant Tags to
view the selected tags. If you select No for Resident Council, or Yes for
Resident Council and No for In Compliance, you can still view the list of tags
by clicking Select, but you will not be able to cite them.

=@ Resident Council [ 1
%
= pa et
——— ey g g IS S———_—ge——_—— S o T~
( ¥ ves (] No Yes W ho ‘_‘-E:E(D
L
A Select Non-Compliant Tags n-'
O Search: [Eeleey] v Qx -
el ke 1o 1 it the Resident Coir ES40 Definitions Select? () Severitz: O1 ©2 ©3 04 =
ES50 Resident Rights/Exercise of Right Select? & Severity: 01 2 03 04
Notes: =
ES51 Rights Exercised by Representativ Select? [_] Sewverity: 01 02 O3 04
| E552 Right to be Informed/Make Treat Select? (] Severity: 01 2 03 04
R E552 Right to Participate in Planning C Select? ) Severity: 01 02 83 04
iotes: =
! E554 Resident Self-Admin Meds-Clinic Select? [_) Sewverity: 01 ©2 ©3 O4
ES55 Right to Choose/Be Informed Att Select? E Sewverity: U 1 3 04
ES57 Respect. Dignity/Right to have Pr Select? (] Severity: ©'1 ©2 03 04
Show Answers for: | Cusrent Survevor = @ ancel b

Figure 103: Resident Council CE 24, Other, Non-compliance tags

e CE-specific notes function like other notes fields in the application. Your first
entry is automatically time stamped.

Note: information entered in CE-specific notes does not carry forward to
the Potential Citations screen.

" orwhen you request them?

Notes: [04/05/18 11:38 AM
b LGy B aim P g v e A

Figure 104: Resident Council: CE-specific note
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Other column in the residents section

Indicate if the resident is the President of the resident council, or whether
or not the resident attends Resident Council meetings regularly.

Resident Council

~ Use
Resident Council Interview- Complete an interview with active members of the Resident Council early enough in the survey td
time to investigate any concerns. If there i not a resident council, determine whether residents have attempted to form one an

and if s, why,

BARR. KIM 02 a3 10/19/2018 |:
President

|Attends meetings regularly
Doesn't attend meetings regularty

BOND, JAMES 28 52 03/24/2018

FLACK FREDE 05 13 06/21/2016
ELETCHER JESSICA D 18 7 1072072017
TITTLE SAM 38 35 11/20/2018 - »x

Figure 105: Resident Council: Other field in residents section

Resident Investigations

After the sample is finalized and closed record residents are selected, you are
ready to conduct the investigations and determine compliance. Initial pool
notes about residents included in the sample are carried forward to
investigations.

The Investigations screen provides information on all residents and care areas
being investigated. The “Investigation by ...” screen, which is opened from
Investigations, provides information about an individual investigation by
resident or investigative area (including care areas with or without CE pathways
and tags).

Open

the Investigations screen

On the Investigations screen, you can:

View investigative areas by resident
Add or remove investigative areas

Open the Investigations by Care Area or by Residents screen for a
resident or investigative (care) area

Adjust surveyor workload
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To open the Investigations screen:

1 From the Navigation menu, select Investigations.

— Investigations
Filter by group: Sort residents: . {ct
|Allinvestigations - | Name -] 5 (] Hide Completed Investigations i
Assigned To. _"5
T
v~ EPSIEN, Aggidents 12-14-18 213 15  yup01-SURVERYORL =  Accident Hazards
SAMUEL (53)
v Advance 12-14-18 213 15 ¥HDO1-SURVERYOR] w| Advance Directives {;}.
irectives ;
v  ETIER ARTHUR  Activities 11-19-13 216 13 | xMpO2-SURVEYOR2 +| Activities =
R (28)
sef Complete B 08:04-16 316 03  |xxp03-SURVEYOR3 =| Hidration
GATES SIVIA  Nuteition 050218 204 14 oorsurvend 1298 marked as
@ potential citations
HOQFEMAN, Hydration 05-07-18 205 15 | XXDO1-SURVERYORL v| Tocration !
GRETCHEN L (7)
Unnecessarny 05-07-18 205 15 ¥X001-SURVERYORL »|  Selected for Unnecessary
Meds, Medications Review
Psychotropic » Remove
Mads.and Med investigation
Begimen Review
v LEGLER PETERT  General 12-17-18 216 15  |y002-SURVEYOR2 v| Skin Conditions (non- F637
(34) pressure) b
v PH  Adtivities 04-23-15 201 15  |yx001-SURVERYORL v  Activities .
C 30}
LOEUNG SATH  Choices 08-15-18 306 11  |xwp02-SURVEYOR2 = Choices -
80

Figure 106: Investigations screen

The Investigations screen filter is set to My Investigations by default. It
displays residents assigned to you on the Finalize Sample screen and may
include your initial pool residents added to the final sample, unnecessary
meds candidates, or Closed Record Review candidates. Any residents that
you initiated an investigation for also appear on this list.

If you change the filter to All Investigations, the screen displays all residents
with an investigation even if they are not assigned to a surveyor. The list
includes all residents added to the final sample, initiated investigations, the
five unnecessary meds candidates and the Closed Record Review
candidates once that sample is finalized.

Both views also list any tags marked for potential citations for each
investigation.

TiP: Be sure to finalize the Closed Record Review sample to ensure CRR
candidates are included on the Investigations screen. Select All
Investigations to assign CRR investigations to surveyors.
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Information on the Investigations screen includes resident’s name;
investigative area (care area or initiated tag); resident’s admission date,
room number, BIMS score; surveyor assigned to the investigation; and
reason for the investigation, which is the care area that triggered the
investigation, or that it was initiated or calculated, like unnecessary meds.

Select the desired Filter by group and Sort residents options.
My Investigations and Name are the respective default settings.

Tip: To see CRRs or Unnecessary Meds investigations not assigned to you,
set Filter by group to All Investigations.

More ...

“Finalize the Closed Record Review Sample” on page 109
“Initiate a Tag” on page 143

Investigations Filter and Sort

The filter and sort functions for the Investigations screen are similar to those
in the Resident Manager. You can filter the list to display the information you
need.

The Filter by group options are:

My Investigations: Displays only investigative areas/residents assigned
to you. Selected by default.

All Investigations: Displays all investigative area/residents including
those that are unassigned. This view may help the team coordinator
manage the survey. For example, residents selected for Closed Record
Review may need to be assigned to surveyors.

The Sort residents options are:

Name: Sorts residents alphabetically by last name with all associated
investigative areas for each resident sorted alphabetically.

Room: Sorts listed residents in ascending order by room number.

Surveyor: Groups residents by surveyor with surveyors listed
alphabetically by last name and all residents assigned to each surveyor
listed alphabetically. Unassigned residents are listed alphabetically at the
bottom.

Investigative Area: Groups residents by Investigative Area (IA) with IAs
listed alphabetically and all associated residents for each IA listed
alphabetically by last name. This sort facilitates assigning surveyors by
area. For instance, use it to assign all nutrition investigations to the nutrition
expert on the team.
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Assign Investigations

Like facility tasks, a surveyor must be assigned to an investigative
area/resident to answer CE questions and enter notes. LTCSP uses the surveyor
assignments from the Finalize Sample screen. Unless changed by the team
coordinator during the sample meeting, residents assigned to a surveyor in
their initial pool stay assigned to that surveyor. The TC can assign unnecessary
meds candidates on the Final Sample screen or on the Investigations screen.
Closed Record Review candidates, once the sample is finalized, must be
assigned to a surveyor on the Investigations screen.

The team coordinator can assign investigative areas/residents to any surveyor
on the team. Team members can assign investigative areas/residents only to
themselves. Multiple surveyors can be assigned to an investigative area unlike
an Interview, Observation, and Record Review. All surveyors can view
investigations they are not assigned to as read-only.

To assign an investigative area/resident to surveyor(s):
1 On the Investigations screen, find the investigative area/resident.
2 From the Assigned To drop-down list for the resident:
e If you are the TC, select one or more surveyors or All.
e If you are a team member, select yourself.
3 Click out of the list box or press Escape to close.

Tip: If you find an investigative area you need to complete is read-only, go the
Investigations screen and assign yourself to the investigation.

To unassign surveyor(s) from an investigative area/resident:
1 On the Investigations screen, find the investigative area/resident.
2 From the Assigned To drop-down list for the resident:

e If you are the TC, remove the checkmark(s) for the surveyor(s) you
want to unassign.

e If you are a team member, remove the checkmark by your name.

Note: You are prevented from unassigning any surveyor (including
yourself) who has entered any investigation data.

3 Click out of the list box or press Escape to close.

More ...
“Open the Investigations screen” on page 130

User’s Guide 3/19/20 133



LTCSP Procedures

Add Investigations

During the course of an investigation, a surveyor may want to add a new
investigative area for a resident even though the investigative area or resident
were not included in the sample.

To add an investigative area for a resident:

1 On the Investigations screen, click the Add New Investigation icon in
the Function toolbar.

2 In the Initiate One or More Investigations dialog, select the applicable
resident from the Resident drop-down list.

3 From the Investigation drop-down list, select the desired investigative
area(s).
Only investigative areas that have not been assigned to the resident appear
in the list.

4  Click save.

The new investigative area(s) for the resident appear on the Investigations
screen. The investigation(s) are automatically assigned to you and the Inv.
Reason column shows that the investigation was initiated by you.

5 Repeat this procedure as needed to add other residents to the investigative
area.

More ...
“Open the Investigations screen” on page 130

Remove Investigations

If you decide to remove a resident from an investigative area (e.g., because
another resident is a better candidate), you need to provide a reason for the
removal. To remove an investigative area, you would remove all associated
residents. Surveyors can only remove investigations they are assigned to. The
team coordinator can delete any investigation.

To delete an investigative area for a resident:

1 Onthe Investigations screen, find the resident/investigation and click the
red X at the end of the row.

2 Enter the Rationale, and click Save.

The investigative area for the resident is removed from the Investigations
screen.

More ...
“Open the Investigations screen” on page 130
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Open an Investigation

Individual investigations are opened from the Investigations screen. There are
two different views:

e Investigation by Resident

The pullout menu on the right shows all investigative areas for the resident
assigned to you.

e Investigation by Care Area

The pullout menu on the right shows all residents for the investigative area
assigned to you.

Surveyors can choose the view they prefer and switch between views. On the
Investigation screens, you can:

e Review investigation information and pathway

e Mark each CE compliant or not

e Assign severity

e Enter notes

To open an investigation:

1 From the Navigation menu, select Investigations.

2 Inthe Name column, click a resident’s name to open the Investigation by
Resident window.

-0r-

Click an Investigative Area to open the Investigation by Care Area
window.

You can expand and collapse sections as desired, and resize using the
Expander bars.

More ...
“Open the Investigations screen” on page 130
“Investigation screen layout” below
“Expand/Collapse Sections” on page 22
“Resize Sections with Expander Bars” on page 23
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Investigation screen layout

Whether investigating by resident or investigative area, the screen layout is
the same.

Investigation by Resident - My Investigations

BOND, JAMES A (52) Rehab and Restorative Wt loss |Activiries
Room: # Investigation Reason: Initiated by LIN, JEREMY Depression |zisder and &
Admit Date: 05-26-17 |cnoices
BIMS: Transfer Investigation Answers to Other Resident | Netification o1
|Pain Managen
¢ Pathway | |Personal frop
2 Use ‘. [Rehabandre

Use this pathway for a resident to ensure the facility obtains and provides necessary rehabilitative or restorative services,

As referenced in 42 CFR 5483.65 - Specialized rehabilitative services include but are not limited to physical therapy, speech-language pathology,
occupational therapy, respiratory therapy, and rehabilitative services for mental iliness and intellectual disability or services of a lesser intensity as set

bl ot £AGT ATALA e e e sivmd i b rricdnble e b ol f e
=
2 CEs
Question In Compliance Tag ity @ =

1. Based on observations, interviews, and record review, did the facility provideor [ ves [ I No (] NA  F825
mhtain the reoyirsd snerislizad rehahilitatpos senvices? |

Figure 107: Investigation by Resident screen

Investigation by Care Area - My Investigations

|BRD
BOND, JAMES A (52) Rehab and Restorative Wt loss |sonD
Room: 4 Investigation Reason: Initiated by LIN, JEREMY Depression
Admit Date: 05-26-17
BIMS: Transfer Investigation Answers to Other Resident
< Pathway
< Use =

Use this pathway for a resident to ensure the facility obtains and provides necessary rehabilitative or restorative services.

As referenced in 42 CFR 5483.65 - Specialized rehabilitative services include but are not limited to physical therapy, speech-language pathology,
occupational therapy, respiratory therapy, and rehabilitative services for mental illness and intellectual disability or services of a lesser intensity as set

fmrth o8 £487 1900 and nen enmiend in Hhe racidantie mnmneshancin nlnn nf s
=
~) CEs
Question In Compliance Tag ity @ =
1, Based on abservations, interviews, and record review, did the facility provide o~ [ ves [ I No [ | NA  F835

mhtgin tha reaired epacislizes rehahilitstive capirpe?
Figure 108: Investigation by Care Area screen
= Care Area/Resident menu

Appears at the top on the far right. Provides easy navigation among care
areas/residents while conducting investigations. On the Investigation by
Resident window, lists all investigative areas for the selected resident. On
the Investigation by Care Area window, lists all residents assigned to the
investigative area.

= Resident information
Appears at the top on the left.
= MDS indicators
Resident MDS indicators appear at the top on the right.
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= Pathway Link

Pathways (comprising Use, Instructions, Observations, Interviews, Record
Review, Other Considerations, CEs) guide investigations. If an investigative
area does not have a pathway (e.g., Care Plan), it is noted. In that case the
only guidance available is regulation text and interpretive guidelines for the
related tag(s).

= Click the Pathway link to display the full investigation pathway as a PDF.
= Investigation Pathway

Use, Instructions, Observations, Interviews, Record Review, and Other
Considerations are located in the top section, expanded by default. You can
collapse each section by clicking the arrow in front of the section label.
When they are expanded, use the scroll bar to see all of the content.

Investigation by Care Area - My Investigations

BOND, JAMES M (52) Respiratory Care Freq Pain @
Room: B33-1 Investigation Reason: Initiated by LIN, JEREMY Ltd ROM {'i}
Admit Date: 05-08-17 uTtl z
BIMS: 15 Transfer Investigation Answers to Other Resident Maj Infection (=
A
*~ Pathway
(®) Use :

m % S

Use this pathway for a resident who requires or receives respiratory care services (i.e.. oxygen therapy, breathing
exercises, sleep apnea, nebulizers/metered-dose inhalers, tracheostomy, or ventilator) to assure that the resident
receives proper treatment and care.

~ Instructions

Review the Following in Advance to Guide Observations and Interviews:
0O Most current comprehensive and most recent quarterly (if the comprehensive isn't the most recent) MDS/CAAs for

Sections C - Cognitive Patterns, G - Functional Status, J - Health Conditions, and O - Special Treatments, Procedures.
and Programs.

O Physician's orders (e.g., nebulizers, inhalers, tracheostomy or ventilator interventions, times of administration,
parameters for pulse oximetry).
O Pertinent diagnoses.

O Care plan (e.g.. respiratory treatment and care, possible complications, communication, advance directives,
equipment functicning and cleaning, procedures for emergencies).

~ Observations

O What is the resident's respiratory status? O Is the care plan comprehensive? Does it address
O Does the assessment reflect the resident's status that identified respiratory care needs and other needs that
may be impacted by the respiratory care needs, such as: may be impacted by respiratory care requirements,

mazcurashla ansle rocidant inunlramant noafarancarn

Figure 109: Investigation pathway top sections expanded

Note: Some of these sections may not have information for some
investigations.
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e CEs

Critical Elements for the investigation follow Use, Instructions,
Observations, Interviews, Record Review, and Other Considerations. Click
the arrow to expand and collapse; use the Expand icon in the expander bar
to expand to full screen. Surveyors can indicate compliance, mark tag(s) for
potential citation and assign severity as necessary. Click a tag link (number)
to display regulation text and interpretive guidelines.

¢ Long-Term Care S‘;uwey Process EI

BOND, JAMES M (52) Respiratory Care Freq Pain {
Room: B33-1 Investigation Reason: Initizted by LIN, JEREMY Ltd ROM
Admit Date: 05-08-17 uTl
BIMS: 15 ITransfer Investigation Answers to Other Resident Maj Infection ﬁ
D) e

Question In Compliance Tag Severity O B

1. Did the facility provide specialized care needs for JYes () No () NA  F695

the provision of respiratory care including
tracheostomy care and tracheal suctioning. in
accordance with professional standards of practice,
and the resident's care plan, goals, and preferences?

If No, cite F695

2. Did the staff use appropriate hand hygiene O Yes () No () NA F8B0

practices and implement appropriate standard “
precautions?

If No, cite F880

3. For newly admitted residents and if applicable “J¥es () No () NA  E&55

based on the concern under investigation, did the
facility develop and implement a baseline care plan

Figure 110: CE expanded
< Investigation/Resident Notes

Use the Notes field to enter Investigation and/or Resident Notes or to access
your Investigation Notes history.

Motes: I 8 Inveshigation Notes O Resident Notes
@Be 7 106 B U2 oFw fesceu - 12pt + T

04/03/19 0%:41 AM Resident # 2 cannot eat wheat/gluten. Bread is atways offered, he often does not get the GF bread (gone or not offered)
0403719 11:42 AM Noted breadcrumbs on casserole, not much for an alternat nvd

Show Answers for: |Current Surveyor =

Figure 111: Investigation Notes

More ...

“Resize Sections with Expander Bars” on page 23
“Investigation Notes” on page 30

v

"Notes History” on page 31
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= Drawing Tool
Use this tool to add visual supporting documentation.

= Click the Draw icon in the upper right to open the drawing tool, then
draw or write on the page.

In the Pressure Ulcers and Abuse investigative areas, the drawing tool icon
changes to a body. You can document locations of pressure ulcers or other
injuries on a body image.

= Click the Map Pressure Ulcers icon in the upper right to open the
body images, then use the pen to show locations and write any
additional notes.

o S
Map Pressure Ulcers

Page: | & write OErase (g}

\ I
Tﬂ
f\E'.U"l

Figure 112: Map Pressure Ulcers

Staff ID: |Nightingale, Flo =

Note: After data share, you can view another surveyor’s drawings. Select their
name from the Staff ID dropdown.

More ...

v

"View Body Map and Drawings for any Surveyor” on page 31
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= Weight Calculator

The weight calculator tool available in the Resident Interview, Observations,
and Record Review is also available in the Nutrition investigation to
determine weight gain/loss. Click the Weight Calculator button in the

Function toolbar to open.

Weight Calculator

Weight 1:

Weight 2:

% Difference:

188 | Date 1:
180 _Datez:
-4.26

Results copied to clipboard.

01/27/2019 |[i5]
03/31/2019 |s]

Figure 113: Weight Calculator

To calculate weight loss/gain for a resident:
1 Click the Weight Calculator button.
2 Enter the first weight and associated date.

3 Enter the second weight and associated date.

To paste the weight loss/gain statement into Investigation Notes:

1 Click the X to close the calculator.

2 Click in Investigation Notes where you want the statement to paste.

3 Click the Paste Weight Calculation icon, or press Alt + W.

Motes:

@El8 NS Xx@r BJIU2 OLS m Segoelll

. ’_2|>1‘ T l

¢ [nvestugm ion Notes Recidant Notes

|

04/29/19 10:39 AM On 02/03,/2019, the resident weighed 188 Ibs. On [‘:-1.-’22.-’2Me resident weighed 180 pounds which is a -4.26 % Loss.

S e S D L

AW Y S

R — ——

Figure 114: Weight calculator (top) and example of message inserted

Complete an Investigation

To complete an investigation, you will:

e Determine compliance for all CEs

e Mark all CEs as compliant or not

e Assign severity
e Enter supporting notes

Some investigations may be done by more than one surveyor. In that case,
data and notes from all surveyors are combined after data share.

To complete an investigation:

1 From the Investigations screen, open Investigation by Resident or
Investigation by Care Area.
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Figure 115: Completed investigative areas marked on Investigations screen

Determine compliance for each CE.

Critical element questions includes details from the pathway (when there is
one) explaining all the factors that should be considered when making a
compliance decision. You can click a related tag number to review regulation

text and interpretive guidance for additional information to make a

compliance decision.

For In Compliance, select Yes, No, or NA.

Marking In Compliance as No activates the Severity levels and the related

tag is automatically carried into Potential Citations.

If there are multiple surveyors, notes and data from all surveyors are
included for consideration in Potential Citations, but the highest severity for

the investigation appears in the tag tree.
Enter notes with supporting details as needed.

When you are done, click the Back arrow to return to Investigations.

When a resident investigation is complete (i.e., all CEs are complete

whether in compliance or not), a green checkmark appears on the
Investigations screen in the Done column for the investigative

area/resident.

Filter by group: Sort residents:
My Investigations = Name - 5
v~ AML ATOM W (3 -"!-':'li\'rt"i:i. 09-14-16
Choices (9-14-16
Comm-Sensory 09-14-16
BEAR. YOG M (36) Accidents 03-23-17
Pain Management 03-23-17

v~  BOND JAMES 4 (52) Hospitalization 05-26-17

v~ DREMIL.CRUELLAM (17) Behavioral-Emational 03-09-17

i g L B LU LRL o e L IGE O i b A 1D LG

dante 13 _na

Investigations

116

116

116

206-W

206-W

206-W

106-W

15

15

15

15

15

15

14

503

ey = :Hj
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A green checkmark is also added to the care area/resident in the menu (far
upper right) in the Investigation by Resident and Investigation by
Care Area screens.

e
¢ Pathway |
B il gl et o e g— b e e B o A

Figure 116: Resident marked complete in Investigation by Care Area window

More ...

“Open an Investigation” on page 135
“Resident Investigations Tips” on page 204

“Potential Citations” on page 148

Transfer Investigation Answers to Another Resident

If you accidentally enter CE answers under the wrong resident, you can transfer
the answers to the proper resident. You can only transfer answers to a resident
who has the same investigative area assigned. CE answers are transferred, but
notes are not transferred.

To transfer CE answers to another resident:
1 Click Transfer Investigation Answers to Other Resident.
2 Select the correct resident from the list.

Only residents assighed to the same investigative area are listed. If any
relevant investigation notes were entered for the “wrong” resident, you
must copy and paste them into the notes for the “right” resident.
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Complete a Closed Record Review

Once the CRR sample is finalized, surveyors can conduct closed record reviews
from the Investigations screen at any time. Be sure to conduct these reviews
early enough in the survey to give the team time to investigate any potential
concerns. A surveyor must be assignhed to a CRR investigation to complete it.

To complete a closed record review:

1 Open the Investigations screen.
2 Locate a resident marked for CRR (Inv. Reason is Selected For Closed
Record Review).
3 If necessary, assign yourself as surveyor: for Assigned To, select yourself.
4 Click the resident’s name to open the CRR investigation.
5 Proceed as for a resident investigation, that is:
e Determine compliance for all CEs
e Mark all CEs as compliant or not
e Assign severity
e Enter supporting notes
6 When you are done, click the Back arrow to return to Investigations.
A green checkmark in the Done column indicates that this CRR Investigation
is complete (i.e., all CEs are complete whether in compliance or not).
More ...

“Open the Investigations screen” on page 130
“"Complete an Investigation” on page 140
“Resident Investigations Tips” on page 204
“Potential Citations” on page 148

Initiate a Tag

If you need to cite an area not covered by an investigation, you can initiate a
tag. To do this, you add an F-tag Initiation investigation in order to directly cite
the relevant F-tags(s).

To add an F-tag Initiation investigation:

1 On the Investigations screen, click the Add New Investigation icon in

the Function toolbar.

2 Inthe Initiate One or More Investigations window, select the applicable

resident from the Resident drop-down list.

User’s Guide
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3 From the Investigation drop-down list, select FTag Initiation and click

Save.

Initiation Investigation Area.

*Resident: | BIRD, TWEETY J (24)

*Investigation:

o1 ) General

st e B il g i A A e AR . i .

Figure 117: Add FTag Initiation investigation

Please select a Resident and any Investigation Areas you
would like to initiate. To directly cite a tag select the FTag

B Q

§ & B

The FTag Initiation investigative area for the resident is added to the
Investigations screen. The Inv. Reason column shows that the investigation

was initiated by you.

4 Repeat this procedure as needed to add other residents to the FTag

Initiation investigation.

To complete an F-tag Initiation investigation:

1 In the Investigative Area column, select FTag Initiation to open the

investigation.

Note: There is no pathway and no tags are listed for the investigation.
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2 Below CEs, click Select Tags to choose tag(s) for direct citation.

UC Long-Term Care Survey Process

No pathway

Motes:

Thare is no pathway for this inves) |

)

E551 Rights Exercised by Representative Select? [_J
E552 Right to be Informed/Make Treatment Decisio Select? ()
F553 Right to Participate in Planning Care Select? [

«

F554 Resident Self-Admin Meds-Clinically Approp  Select?

E555 Right to Choose/Be Informed Attendg Physiciz Select? W/
F557 Respect, Dignity/Right to have Prsnl Property Select? [

F558 Reasonable Accommodations Meeds/Preferer: Select? ¥

E559 Choose/Be Notified of Room/Roommate Chan Select? (]

|Save |Cancel

BIRD, TWEETY J (24) | Select tags to investigate for diret ctationil [E]
Room: 00304 E 7
Admit Date; 03-06-12 55“3“” 2h i
BIMS: 04 E540 Definitions select? () =
ES50 Resident Rights/Exercise of Rights Select? () | khway

Show Answers for: C urrent Surveyor =

Figure 118: FTag Initiation investigation

3

4

From the Select tags to investigate window, choose applicable tag(s);
use the Search function if necessary. Click Save when done.

For each CE, determine compliance based on your observations.

Interpretive Guidance.

Tip: If guidance is needed, click Tag humber to view Regulation Text and
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5 For In Compliance, select Yes, No, or NA and select Severity if not
compliant, as for other investigations.

When the F-Tag Direct Cite investigation is complete (i.e., all CEs are
complete whether in compliance or not), it is marked with a green
checkmark.

i I

Flag Initiation
Room: 00304 Investigation Reasor: Initisted by MALLON, MARY
Admit Date: 03-06-12
BIMS: 04 [Transfer Investigation Answers to Other Resident]

Is the facility in compliance with this
requirement?

Is the facility in compliance with this
requirement?

Notes: @ Investigation Notes © Resident Notes

Show Anzwers for: |Current Surveyor =

Figure 119: FTag Initiation investigation completed

Note: You can conduct an RRI/family interview during the investigation process
using the resident Interview and Observations screen. See “"Add an RRI after

sample finalization” on page 84 for instructions.

More ...
“Add an RRI after sample finalization” on page 84
“Open the Investigations screen” on page 130

Edit Potential Citation Documentation

You can begin editing your citation documentation before completing the
Potential Citations and in preparation for the CMS-2567 while in the field.

Open Edit Potential Citation Doc

Any facility task or investigation you are assigned to and have marked at least
one CE No for not in compliance appears in the left pane—you can only edit your
own facility task, investigation, or resident notes. Click a task or resident name
to see the CEs marked for potential citation and your investigation notes. On
this screen you can:
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Review the CE questions that you have marked for potential citation in a
facility task or investigation.

View the tag regulation text and interpretive guidelines.
Edit the investigation notes for formal documentation (CMS-2567).

Copy and paste regulation text or interpretive guidelines into your citation
documentation.

Your tasks and
investigations

Edit Potential Citation Doc

Facility Task »  CEsand Tags

Dining Observatig 7. Did the facility develop and implement a comprehensive person-centered care plan that F656 &
Facility Task (= includes measureable objectives and timeframes to meet a resident’'s medical, nursing, -
Ervironment mental, and psychosocial needs and includes the resident’s goals, desired outcome 2
. . L J
Facility Task Edited icon preferences? CEs and tags .
p I Fi 7
: eTsona .unt.!sl If No, cite F656 marked ’
;’;:;Egi:':;ﬁ& 141 Activi NA, the comprehensive assessment was not completed. &
SRR (14) Activities 8. Did the facility reassess the effectiveness of the interventions and review and revise the W F657 .
Investigation resident’s care plan {with input from the resident or resident representative, to the extent . 1=
BEARD, MARVIN (14) Nutrition s . fpe e e v -
. ~ Resident Notes
Investigation
EPSTEIN, SAMUEL {53) Accidents 04/11/19 02:35 PM  Resident = 2 has been here for almost a year has a bit of trouble with the
— food service; likes roo c A
. 2 (before Investigation notes) |
B Investigative Notes )
04/03/19 0%:41 AM  Resident # 2 cannot eat wheat/gluten. Bread is always offered, he often does

not get the GF bread (gone or not gffered)
04/03/19 11:42 AM Noted breadcr Driginal notes for an alternative
. Pk the button to edit your notes for the CMS-2567 if desired. Only your edited
- it Dot fes will pull forward to the potential citation screen.
Click to X6 BIUZ O segoeut - 12pt -
edit notes 04/11/19 02:35 PM Resident # 2 has been here for almost 2 year; has 2 bit of trouble with the l

food service; likes roommate “s0 t)

04/03/19 0%:41 AM Resident = 2I Edit notes here t is ahways offered, he often .

Figure 120: Edit Potential Citation Doc window

To edit potential citation documentation:

1
2

From the Navigation menu, select Edit Potential Docs.

Select a Facility Task investigation or an Resident Investigation in the left
pane.

Review the actual CE text and tag information for every CE that you marked
for potential citation in that task or investigation. Click the tag number to
view the Regulation Text and Interpretive Guidance.

Review your investigation notes.

You can edit the Resident Notes, but you must do so before clicking the Edit
Citation Doc button. Click in the Resident Notes box to edit.
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6 Edit the potential citation documentation:
= Click the Edit Citation Doc button.

= Edit the note as needed. The original note appears in the above panel
for your reference.

TiP: You can copy and paste tag text from the Regulation
Text/Interpretive Guidance popup.

= An edited icon (clipboard) appears next to the investigations once you
have edited the documentation.

The edited version of your notes carries forward into Potential Citations and
when you load cites into ASE-Q.

Note: Once you have begun editing a note, any changes you make on the
actual Investigation or Facility Task screens will not be reflected in potential
citations, only the edited version appears.

Potential Citations

When the survey team completes all investigations, they move on to review
potential citations. Once data has been shared, all tags from investigations and
facility tasks marked as not in compliance carry forward to the Potential
Citations screen. Here the team evaluates survey data and determines whether
or not to cite each tag. The team coordinator then enters all citation decisions.

Open Potential Citations

Information on the Potential Citations screen is read-only for survey team
members. Depending on your role (team member or coordinator) you can:

e View all potential citations marked by surveyors for resident investigations
and facility tasks

View individual tag attributes

View potential citation detail and documentation for individual tags

Declare citations (TC only)

Enter an opening statement (TC only)

Add citation documentation (TC only)
To open the Potential Citations screen:
1 From the Navigation menu, select Potential Citations.

The tree on the left lists all tags marked for potential citation from facility
task and resident investigations. By default, tags are expanded to display
all summary information.
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Tag number and title are in bold. Under each tag are two tag attributes.

e Maximum Severity: Highest severity assigned among all potential
citations of the tag.

e Status: Cited, Not Cited, Undeclared, or Moved to Tag <number>

Under the tag attributes, the investigative areas and/or facility tasks
marked as non-compliant are listed with resident name for an investigative
area or “FACILITY” for a facility task plus surveyor and severity for each
potential citation of the tag.

" Long-Term Care Survey Process ol & |

= Potential Citations

‘/\-
show |All = | |Refresh e

F550 : Resident Rights/Exercise of Rights
# Max Sevenity: 2

Status: CITATION UNDECLARED &
# Dining Observation
FACILTY =
Surveyor: CURIE, MARIE (30102) P
Severity: 2 &

F561: Self-Determination
« Max Severity: 2
Status: CITATION UNDECLARED
« Choices
BEAR, YOGI (36)
Surveyor: MALLON, MARY (30129)
Severity: 2
F578 : Request/Refuse/Dscntnue TrmntFor
« Max Severity: 2
Status: CITATION UNDECLARED
4 Advance Directives
BROWN, CHARLIE {12)
Surveyor: MALLON, MARY (30129)
Severity: 2
FG0O0 : Free from Abuse and Neglect
4 Max Severity: 2
Status: CITATION UNDECLARED
# Abuse
BROWN, CHARLIE (12)
Surveyor: MALLON, MARY (30129)
Severity: 2
F636 : Comprehensive Assessments & Timii
4 Max Severity: 3 -

80%

Figure 121: Potential Citations screen

2 Click the triangle next to a section in the tag tree to collapse or expand it.
Use scroll bars to see all tags and descriptions.

More ...

v

"Potential Citations Tips” on page 205
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Filter the Tag Tree
You can filter the tag tree by tag status.
To filter the tree:

1 On the Potential Citations screen, above the tag tree, select the desired
Show option:

e All
e (Cited
¢ Not Cited

¢ Undeclared
2 If you change the status of a tag, select Refresh to update the tag tree.

More ...
“Open Potential Citations” on page 148
“Citation Determination Tips” on page 206

View Potential Citation Information

You can view the citation decision information as well as surveyor notes on the
Potential Citations screen.

To view potential citation information for a tag:
= On the Potential Citations screen, select the tag in the tag tree on the left.

The Potential Citation Detail for Tag section on the top right side of the
screen displays the citation determination options: Cite or Don't Cite. Below
is an Opening Statement notepad.

The Potential Citation Documentation section on the bottom right side
displays surveyor notes (Resident and Investigation) for the resident or
facility task. If notes were edited in Edit Potential Citation Doc, the edited
version appears. Resident notes, listed under the resident name, are
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general notes about the resident that may be helpful if the resident is in
more than one investigation. Investigation notes, listed under the facility
task name, are specific to an investigation involving the resident.

1 e |

Potential Citations

Potential Citation Detail for Tag F578

e 'ﬁ Cite or Don't Cite I
|_J Don't Cite

¥ The tag's citation must be declared.

,Undeclared ELROV (32)
urveyor NIGHTINGALE, FLO (XX0( &
Severity: 2
4 Dining Observation
~) FACILITY
Surveyor: MALLON, MARY (30129)
Severity: 3
") FACILTY
Surveyor: CURIE, MARIE (X0{001)
Seventy: 2
F565 : Resident/Family Group and Respons:
4 Max Severity: 2
Status: CITATION UNDECLARED
4 Resident Council
FACILITY
Surveyor: NIGHTINGALE, FLO' (xXX0(

Opening Statement
@BéN” Xx@nh B UG

Potential Citation Documentation
JETSON, GEORGE

4 Advance Directives Advance Directives - SALK, JONAS All surveyor
JETSON, GEORGE (1)
Surveyor: SALK, JONAS (XX002) notes for tag

Severity: 1 03/21/18 11:57 AM missing hard copy in file

JONES, FRED (8)
* Surveyor: SALK, JONAS (O(002)

Severity: 1

F582 : Medicaid/Medicare Coverage/Liabili
# Max Severity: 3 Advance Directives - SALK, JONAS
Status: CITATION UNDECLARED
4 Personal Funds
= FACILTY 03/21/18 09:02 AM Resident # 8 cannot find hard chart version

Survevor: MALLON, MARY (30129} -
m .

JONES, FRED

Figure 122: Potential citation information for selected tag

More ...
“Open Potential Citations” on page 148
“Citation Determination Tips” on page 206

Declare Citations

The survey team reviews all the tags marked for potential citation and
associated survey documentation to determine which tags to cite. To declare
citations once citation decisions are made, the team coordinator selects a cite
option (Cite or Don’t Cite) for each tag. All tags must be declared cited or not
cited.
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Cite a Tag

Once the decision to cite a tag has been made, the team coordinator:

e Indicates one or more residents or facility tasks to include in the citation
e Assigns scope/severity S/S level

e Selects at least one citation category

The TC can also add an Opening Statement and additional documentation
regarding the citation.

To cite a tag:

1 Open Potential Citations.

2 Select the tag in the tag tree.

3 Select Cite.
The following appear:
e The S/S field (grid is collapsed by default)
e Citation Categories options

e Instructions for completing the citation. As you complete each step, the
related instruction disappears.

Potential Citations

Show |all = |Refresh Potential Citation Detail for Tag FS78 J_.
: , ¥ cite Citation Categories .

BEAR, YOG (36) : ~1S/5 g &

Surveyor: SALK, JONAS (30X002) |_I Don't Cite () 1-Recertification i

Severity: 3 O A-Complaint Investig.|

JETSOM, ELROY (321

- } Scope and severity must be set. ‘—7—J
Instructions § You must select at least one Citation Category. :
¥ At least one resident or facility must be included in citati Select one or cf;
FACILITY I Opening Statement more categorles o
A

AL AL AR (200 T et i 8T W e Wy o2 i e IR b tal it i gpts o 4 el R el e LW P4

Surveyor NIGHTI!
Severity: 2
« Dining Observation

——

SRR P

Figure 123: Potential Citations screen

4 Specify S/S level. Enter it directly or select it in the grid. Click the arrow to
expand or collapse the grid.

5 Select one or more Citation Categories.

6 In the tag tree, select at least one resident or facility to include in the
citation.

If multiple residents are listed under a care area or multiple facility tasks
are listed for a tag, you may choose not to cite the tag for any of them based
on investigation evidence.

When these steps are complete, a green checkmark appears next to the tag
number in the tree. Status changes to Cited. You can still make changes if
needed.
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7 Optionally enter an Opening Statement.
8 Repeat this procedure for all tags (potential citations) you are citing.

Citing an SQC Tag

If you cite an SQC (Substandard Quality of Care) tags at a scope/severity level
of F, H, I, ], K, or L, a warning appears on the screen. The Extended Survey
facility task is triggered and can be accessed from the Facility Task screen (if
you decide not to cite the SQC tag, the Extended Survey still remains listed on
the Facility Task screen, but you can delete from the facility task list).

You have no later than 14 calendar days after the completion of the standard
survey to conduct the extended survey. If the extended survey is completed
after the standard survey, documentation of hon-compliance should be
completed in the same survey shell. Do not upload the survey into ACO until
the extended survey is complete (for instructions on uploading a survey, see
the “Data Transfer” section in the ASE-Q Procedures Guide posted at
https://gtso.cms.gov/software/aspen/reference-manuals).

Potential Citations

Show |Cited = |Refresh Potential Citation Detail for Tag F684 i
W' cite w185 1 Citats
() pon't Cite Z 4

= -
I & Since this cited tag is SQC, an extended survey must be completed. r |
J

T e R S Sy

" Surveyor: CURIE, MARIE (XX001) *
Severity: 2

Figure 124: Potential Citation Detail section for an SQC tag

More ...
“Open Potential Citations” on page 148
“Edit Potential Citation Documentation” on page 146
“Citation Determination Tips” on page 206

Don't Cite a Tag

The team may decide that there is not sufficient evidence to pursue a citation.
The team coordinator must mark the tag (potential citation) as not cited and
specify a reason.

To mark a tag as not cited:
1 Open Potential Citations.
2 Select the tag in the tag tree.
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3 Select Don’t Cite.

The Reason Not Cited drop-down list and the instruction to choose a reason
are displayed.

Potential Citations

Select a reason
for not citing

Show |All ~ | |Refresh Potential Citation Detail for Tag F550
: (] Cite Reason Mot Cited: -
F550 : Resident Rights/Exercise of Rights £
+ Max Severity: 2 " Don't Cite ove to another tag
Status: NOT .CITED L ¥ Choose a reason that this tag has not been cited acility pro_\rided additional |nf:_:rmat|on )
 Dignit — fvidence did not support deficient practice
a LEGHORN, FOGHORN (23) Opening Statement Medication error rate less than 5%
Surveyor: NIGHTINGALE, FLO poxoo) @ BI@ N Z x@® B U @ Separate survey investigating of citing
Severity: 2 Marked in error
asonal 4 ii Other, explain
F558 : Re ble Accommeodations Needs/Pr l L —
Pt il oGS D o e g Al 5 el I g BT il il ol KTl il sl I T

Figure 125: Potential Citation Detail section with Don’t Cite marked
4 Choose the applicable Reason Not Cited option.
5 If you select Other, enter an explanation in the Other Reason text box.
If you select Move to another tag:
e Click the Select Tag button.
e Select the tag you want to move this tag to.
e Click Save. Status changes to Moved to tag Fxxx.

When these steps are complete, the tag information moves to the tag moved
to and listed under the Moved Tags section for that tag.

= Potential Citations
Show |an « |Refresh Potential Citation Detail for Tag F812
SUrveyon SALK, JUNAS (3U138) - L Reason Not Citec: | Move to another tag
Severity: 2 o T Tag: FBE0 |Select T
F880 : Infection Prevention & Control : ; : B
¥ At least one resident or facility must be included in citation.
# Max Severity: 3
Status; CITED Opening Statement

TWIoveD 15C B8N/ XPEBIUO

s
L N S RS

e . T e e L

Figure 126: Moved tag in tag tree
6 Optionally enter an Opening Statement.
7 Repeat this procedure for all tags (potential citations) you are not citing.

More ...
“Open Potential Citations” on page 148

“Edit Potential Citation Documentation” on page 146

v

"Citation Determination Tips” on page 206
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Modify the Sample List for the Facility

Modify the Sample List for the Facility
LTCSP automatically adds the following residents to the “Sample List for the
Facility” report:
e Residents with an investigation
e Residents added to a facility task by a surveyor

e Residents added to a notes field by using the Add Resident ID icon
(Alt + R)—these residents appear on report without having to add them

e Any resident with a checkmark in the On Report? column in the Choose
Resident dialog.

Add Residents to List

This list can be modified to remove a resident from the list or to include any
resident not automatically selected. Any team member can add a resident to
the list, but only the team coordinator can remove a resident from the list.

ome I =
i Choose Resident [ !'I

e Name BIMS Room Admit Date On Report?

Entrance Conference DREAMS. SWEET | (41) i 0% o 0e 27 117 . !

v Mee ' )" JSelectto add | |
o DREW, NANCY E (70) 05 304-A 09-19-17 C to list 1

!

~ Inte 2 i
iy DUCK, DAFFY S (20) 08 101-A 083017 W = |l |
Resident Manager §
Finalize Sample DUCK, DARKWING (6) 106-8  01-12-74 E i
Closed Record Sample B I:
DUMBLEDORE, ALBUS K (49) 06 410-A 10-03-17 - 3

E COYOTE, WILE (19) 13 214 03-25-16 "4 |

Investigations  {
Edit Potent c FINCH, N B (82) (&) L
Dntantial ne = 1

. . FINE, JUST (46) 15 501-A 08-28-17 !

Add Residents to List 3
{esc FLACK, DON A (65) 14  202-A  11-29-16 & ;v
res Guide = i

\ Appendix PP | ok ||cancel !

~ System J

e L LW Vs R R, . i % ol o et il B e} i ettt A B P s i e el <l il i BB Al P i o el e P

Figure 127: Select residents for the Sample List Provided to the Facility Report
To add residents to the sample list:
1 Select Add Residents to List from the Navigation menu.

2 In the On Report? column, select the checkbox for the resident you wish
to add to the report.

3 When finished adding residents, click OK.
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To remove residents from the sample list (TC only):
1 Select Add Residents to List from the Navigation menu.

2 Inthe On Report? column, click the checkbox to remove the checkmark for
the resident you wish to remove from the report.

3 When finished modifying the list, click OK.

Once all modifications to the resident list have been made by all surveyors and
you share data, you can print the report for the facility.

More ...
“Generate Reports” on page 33

Load Cites

Once the team coordinator has declared all tags in Potential Citations, you are
ready to load cites into ASE-Q. This moves the citations and documentation into
the ASPEN database so it is available for producing the CMS-2567.

Load Cites into Citation Manager

To load citations into Citation Manager:

= If not already open, right-click the survey you are working on in ASE-Q

and select Citation Manager.

= (Click Load Cites.

’Ci‘t:tio_n Manager for Caspian Nursir -__ 02/08/2018 - 06/30/2018 _- M
Citabonis Regulabons Find (Inchude leading zeroes)
+ Emesgency Preparednas: - FED - E - 1.00
£3 LONG TERM CARE FACILITIES - FED -F - 16.01

EEN -500C .
Team Rostes Survey Information
D Marne Tile & @ Event ID EBW211
201 Cusie, Maie £ Medicaie ID: 335455 -
mag Mallon, ey Fac ID: 1755 |mp0|'t
X003 Mightingsle, Flo Pt
i A = Active Surveyor. Malon, Mary (30129 || Citations
‘ m "
Mode: Hormal
[ ose..] [‘hcivate.. | Femakson Corenial Survey Do (2A0R201806/30/2018 ‘
( =l i 1 ( [ ] Ml
| w B [| .B. | e Dene ‘ Help | &
[ Find.. ||Foms.. ||LeMers.. ||Atiach.. | |LTC Survey J | Load C
Figure 128: Load cites into ASE-Q
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Validation Issues

When you select Load Cites in ASE-Q, the system checks the data and displays
a message if any issues with the tags are detected (e.g., citation decisions not
made, incomplete citation decisions such as forgetting to mark S/S level or
citation category). The system does not allow you to load citations into ASE-Q
until all tags have been cited or not cited and assigned a category. You will have
to return to the Potential Citations screen to resolve any issues.

e L ==

'0' Citations can not be loaded from LTCSF because the following tags have emors:
(0550 [mowved to tag 0841)
558

Emois can be comected in the Potential Citation screen in LTCSP.

Figure 129: Possible errors when loading cites into ASE-Q

If you revise tags in LTCSP and need to load the revised tags into the Citation
Manager, you must first delete the tags from the Citation Manager—only tags
not listed in the Citation Manager will load from LTCSP. Therefore, you cannot
overwrite edits made in the Citation Manager for any other tags when you
re-load tags revised in LTCSP.

If you do have SQC tags cited when you load cites but have not completed the
Extended Survey, you will receive a message that the Extended Survey has not
been completed. You can choose whether or not you want to upload the
citations into ASE-Q at this time or load when you’ve completed the Extended
Survey.

LTCSP Warnings

At least one cited tag is SOC, and an extended survey has not been completed

[ro you wash to load citations?

Figure 130: Warning message when an SQC tag is cited but no Extended Survey
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Extended Survey for SQC Citation

For surveys with SQC tags with the appropriate scope and severity, it is
necessary to conduct an extended survey. When an SQC tag has been cited in
Potential Citations with the appropriate scope and severity, the Extended
Survey facility task is automatically triggered.

A note appears in the Potential Citation Detail when you select Cite for an SQC
tag reminding you that an extended survey must be completed.

Potential Citations

Show |cited | |Refresh Potential Citation Detail for Tag F684
W cite 55
|| Don't Cite

 Surveyor: CURIE, MARIE (XX001) *
Severity: 2

|
Figure 131: Reminder message to conduct extended survey for an SQC tag
To open the extended survey:

1 Open the survey in LTCSP and select Facility Tasks from the Navigation
menu.

2 Assigh team members to the Extended Survey task.

3 Click Extended Survey to open and follow Use and Instructions to conduct
the survey.

If Extended Survey was removed:
= Click the Add Facility Task icon.
Select Extended Survey from the drop-down list and click Save.

= Follow steps 2 and 3 above.

More ...
“Facility Tasks” on page 109
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Generate Survey Documentation Reports in ACO

Once your completed survey has been uploaded into ACO, you can generate
survey documentation reports containing all data from the survey from within
ACO. You can generate documentation reports for these areas:

e Surveyor Notes

e Team Meeting Notes

e Initial Pool Data

e Resident Investigation Data
e Facility Task Data

e Potential Citation Data

More ...

For more information on generating Survey Documentation Reports in ACO, refer to the ACO
Procedures Guide posted at https://gtso.cms.gov/software/aspen/reference-manuals.
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Survey Procedures for ROs

LTCSP Comparative Surveys

When a Regional Office (RO) team needs to conduct an LTCSP Comparative
survey, the team coordinator or supervisor must create the LTCSP Comparative
survey in ARO and link it to the State Agency (SA) survey using FMS Tracking.

For details on conducting the LTCSP Comparative survey, the ROs have the
LTCSP Comparative Procedure Guide available in the software (Navigation
menu | Resources | RO Procedures Guide).

Note: The term Team Leader appears in the application. This represents the
same roles/responsibilities as Team Coordinator.

Create the LTCSP Comparative Survey Shell in ARO

Once the RO team has identified the SA survey you will use for the LTCSP
Comparative, you can create your LTCSP Comparative survey shell in ARO.

To create an LTCSP Comparative survey shell in ARO:

1 From the Tracking menu, select FMS Tracking.

722 ASPEN Regional Offce Cuent S
File \.'uew”Repnm |Tra¢.lti‘n‘g'| System  Help

Certifications...

| ¥

‘__ B ab-F

Y New York

i Re Ce Failed and Overdue Cerification Kit Uploads..,

: Failed and Overdue Special Survey Uploads.

i J Cert Wecertiication-11/ 2872005 [URERT PRICTCRIT (335774) 1
o PR Cert: Regertfication-10/15/2014 (UPSS) PRIORKIT [335774)

Figure 132: FMS Tracking menu in ARO
2 In the FMS Tracking window, click Add to select the provider:
= Enter the CCN (provider number),

-0r-
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Click Find to locate the provider; click the provider in Search Results

to automatically enter the CNN.

FMS Tracking

Filters
Proider Type
01 HOSPITAL
o1 02 NURSING HOME (M)
05 HOME HEALTH AGENCY (HHA)
06 PSYCHIATRIC RESIDENTIAL TREATMENT
07 PORTASLE X-RAY SUPPLIERS
(018 QUTPATIENT PHYSICAL THERAPY
m

14 CORF

16 HOSPICE

i Updoad Pend...  In Caspar
L +] ]
I ] ]
W NO NO
d NO NO
NO NO
U NO NG
o NO
No NO
-] L]
NO !
P

{
11 IOF FOR THE INTELLECTUAL
12 RURAL HEALTH CLINICS

15 AMBULATORY SURGICAL CEN

FMSExitDate: pafizfa0s [¢] B wiyms (=]

Rt Only?

FMS Type: (A1 -

FMS Reports.

Enter CCN (click Find to
search for provider CCN)

Providar Categary
02 NURSTNG HOME
02 NURSING HOME
02 NURSING HOME
02 NURSING HOME
02 NURSING HOME
02 NURSING HOME
02 NURSING HOME
02 NURSING HOME
02 MURSING HOME
02 NURSING HOME

[P Trading Repart

=

i_ Rgnul.

FMS Type

A-COMPARATIVE
A-COMPARATIVE

A-COMPARATIVE

ACOMPARATIVE

A-COMPARATIVE ~
v

[ cose ]

Figure 133: FMS Tracking window in ARO
= Click OK.

= Click Yes in the Confirm Provider dialog. The FMS Add/Update

window opens.

3 Inthe FMS Add/Update window, link the LTCSP Comparative survey to the

SA survey:

= Select A Comparative for the Type of Federal Survey.

= Select the appropriate Extent of Federal (FMS) Survey.

= Click Select in the State Agency Survey section. The Select Related

State Survey window opens.

= Select the applicable state agency survey. Click OK.
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The selected survey information appears in the State Agency Survey

section.
FMS Add/Update &
[ ICCM (Provider Number): | 335774
Type of Federal Survey  |A Comparatiee b
i Extent of Federal Survey [6 Full Health -
Address:
Gty State: N Tip: In Casper Upload Pending
Federal Survey State Agency Survey
EventID Start Dabe Exit Date Event ID Start Date Eadt Date
Hestth Seeat s | [Sekct ]
\sc 3
= Survey Date (L34): | 0B/03/2018 Mateh Deaurred:

Report was sent to stabe agency: ¥| DatsSant:
CMS-2567 SenttoFadity: | w| DateSent:
Contractor Usage: || Fuly Contracted
Partially Contracted
Conditions Standards

Was an interregional survey conducted: | Inter. Regon Code: -

Survey finding requires preparaton of CM5-2567: -
~ | Sgnificant differences noted be tween regon and state: -
o Cormplaint was Substantated: -

| wac | recio | TITLE

| Leved | staTuTe| Ras G

[ poed |

!

Figure 134: ARO FMS Add/Update window

Note: If the state’s LTCSP survey is not complete, you will receive an error that
the FMS survey cannot be created until the state imports the completed survey
into ACO. If you receive this message, you cannot complete the comparative

until you follow up with the state to ensure they import the completed survey
back into ACO. Once they have done that, you will need to use the FMS Tracking
to link the state survey to your LTCSP Comparative again. Alternatively, select

another survey for the comparative.
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4 Create the LTCSP Comparative survey shell:

= In the Federal Survey section, select Health and click Select.

Event ID Start Date Exit Date Ewent ID Start Date Exit Date
| Select | 09/10/2013 | [09/10/2015 | [[Select.]
- SEeely
e
p———

Sebect FMS Health Survey for

EventID  SwurveyDate ExitDate

Create LTCSP
Comparative
survey shell

(!
K

i —— =
FMS AddfUpdate p— — I .
j| CCN (Provider Number):
Type of Federal Survey  |A4 Comparative >
s = Extent of Federal Survey |6 Ful Health -
Address: ="
ity NEW ROCHELLE Tip: In Casper Upload Pending
Federal Survey State Agency Survey

Figure 135: Create an LTCSP Comparative survey from FMS Add/Update

= If listed, select the LTCSP Comparative survey or

- Click Create to create a new LTCSP Comparative survey shell. The

Create Survey window opens.

- Enter the LTCSP Comparative survey Start and Exit dates; select the
Federal regulation set, and enter survey team members, if known.

- Click OK.

Note: The system automatically sets the LTCSP Comparative survey to

the same regulation set used in the state survey.
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= Click OK, in the FMS Health Survey for dialog. The LTCSP Comparative
information appears in the Federal Survey section.

TR

Il CCN (Provider Number): | <
TypecfFederal Survey [A Comparatve  »)

Name:
- Extent of Federal Survey [6 Ful Health =
Address:
State: o In Casper Upload Pending
Eederal Survey State Agency Survey
Event ID Start Dabe Exit Date Event ID Start Date Exit Date
@ Health 11 10/01/201 10/12/201 Select 11 /10/2018 Salact
Lsc

: 4): [ 09/10/2018 .
[ Views Survey | [View Citations] Survey Date (L34) Match Occurred:

Figure 136: FMS Add/Update with LTCSP Comparative survey listed
5 Click OK in the FMS ADD/Update dialog.
6 Click Close in the FMS Tracking window.

More ...
For more information on creating FMS comparative surveys, refer to the ACO Procedures
Guide, posted on the QTSO website at

https://gtso.cms.gov/software/aspen/reference-manuals.

Transfer LTCSP Comparative Surveys to ASE-Q

From ARO, the RO team coordinator (TC) can export the LTCSP Comparative
survey and the SA survey as one export file in an encrypted format to a transfer
location. Export the shell according to your region’s practice (e.g., flash drive
or via Direct Connect). Surveyors then import the contents of the export
transfer file into ASE-Q.

Note: The survey shell should be exported from ARO as close to the survey
start data as possible and no more than 5 business days before the survey start
date.

Export the LTCSP Comparative and State Surveys
To export an LTCSP Comparative survey shell from ARO:

1 In ARO, locate and select the LTCSP Comparative survey in the Tree or List
view.

2 Drag it to the Export button in the toolbar.

3 In the Export window, indicate your Export To location according to your
regional practices.

e Aspen Transfer Location-Select the applicable location.

e Other Zip File Location—-Enter the path to the transfer file or navigate to
it using the binoculars.
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4 Click OK in the Export window.
5 Inthe Survey Export window, select the survey(s) you want to send to the

transfer destination. Include related LTCSP Surveys is selected by
default.

Tip: Even if you just select the LTCSP Comparative survey, both surveys will
be imported. You must have the state survey to use LTCSP for the
LTCSP Comparative survey.

e g R e v ===

Select Event ID Provider Name  Fac 1D List Updated by Source © | Last Updated by Destination
E] BRE_ | 107 /ANBAREN. MARLA (9. <DUESNOTEXST> |

. Automatically includes
I LTCSP Comparative survey I related SA survey
Salact Al Select None ‘ | Inclusde refated LTCSP Sorveys ' neluds relsted QIS survey she

| Cortinue with Export ‘ Hways Use Source: No Cancel Export

Figure 137: ARO Survey Export window with an LTCSP Comparative survey

6

5
8
9

Click Continue with Export. The Transfer Progress window shows that
1 of 2 surveys is being exported.

Click OK in the LTC Survey Process Transfer dialog.
Click OK in the LTC Survey Process Calculations dialog.

In the Finalize Transfer window, select Apply to complete the export
process for the first survey.

10 The second survey exports next, again click OK in the LTC Survey Process

Transfer window, and click Apply in the Finalize Transfer window.

Import the LTCSP Comparative and State Surveys
To import an LTCSP Comparative survey into ASE-Q:

1
2
3

On the ASE-Q toolbar, click Import.
In the Import Type section, select Surveys if not selected.

Select the appropriate Import From option to indicate the location of the
transfer file:

e ASPEN Transfer Location—-Select the applicable location.

e Other Zip File Location-Enter the path to the transfer file or navigate to
the zip file location.

e Locate ASE Database-Use option for wired or wireless ASE-Q to ASE-Q
network transfers. Enter database name or IP address.
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4 Inthe Select Survey(s) to Import window, select the LTCSP Comparative
survey you want to import. Include related LTCSP Surveys is selected by

default.

Tip: Even if you just select the LTCSP Comparative survey, both surveys will

be exported. You must have the state survey to use LTCSP for the

LTCSP Comparative survey.

(Fs=) Survey Import - Source (From} Transfer File Destination (ToF ASE on this

You have selected the following surveys to import to ASE on this PC

Select | EventID Provider Name | Fac ID Last Updated by Source * | Lbst Updated by Destination
Ui 1 AB- FORCU TE Q 00208
[ AB- FORCU TE 09, MALLON, MARY 097102018,

Both surveys
imported
| Selectdll | Selecthone. | ¥| Include related LTCSP Surveys

Continue wath Import Hrways Use Source: No |
|

LTCSP Comparative
survey

Cancel import

Figure 138: ASE-Q Survey Import window listing both SA and LTCSP Comparative surveys

5

Click Continue with Import.

Transfers both
surveys, one at
atime

Figure 139: Transfer Progress dialog showing two surveys will be transferred

6

-
8
9

Click OK in the LTCSP Survey Process Information window.

Click OK in the LTC Survey Process Transfer window.
Click Apply to finalize the transfer.

The second survey imports next. Once again, click OK in the LTC Survey

Process Transfer window, click Apply to finalize the second transfer.

More ...

For detailed information on transferring surveys from ACO to ASE-Q, refer to the ACO

Procedures Guide and ASE-Q Procedures Guide, which are posted at
https://gtso.cms.gov/software/aspen/reference-manuals.
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Open an LTCSP Comparative Survey in LTCSP

Open the comparative survey in LTCSP through ASE-Q, either directly in Tree
view or through the Citation Manager. All team members must be on the survey
team and have Assessment access to access the comparative survey.

To open LTCSP from Tree view:
1 Open ASE-Q.

2 InTree view, expand the facility node (+) to locate the LTCSP Comparative
survey. Both the state and comparative surveys appear in the tree.

3 Right-click the LTCSP Comparative survey event ID and select LTCSP.
The LTCSP application opens for the selected survey.

To open the LTCSP Comparative from Citation Manager:

1 Open ASE-Q.

2 InTree view, expand the facility node (+) to locate the LTCSP Comparative
survey.

3 Right-click the LTCSP Comparative survey event ID and select Citation
Manager.

4 Click the LTC Survey button to open the survey.
The LTCSP application opens for the survey.

LTCSP for LTCSP Comparative Surveys

To conduct an LTCSP Comparative survey using LTCSP, the RO team uses the
software much like an SA would for a regular survey. With an LTCSP
Comparative, however, ROs have information from the SA survey that will be
displayed in the LTCSP Comparative survey to help you conduct the
comparative.

Data Transferred from the State Survey

The system pulls select information from the state survey into the LTCSP
Comparative survey including

e The entire resident list—resident IDs as well as MDS indicators, room
numbers, BIMS, and admission dates

Any residents discharged on the latest assessments will be marked as
discharged. The resident will still be identified as an SA resident;
however, the resident will have a checkmark in the discharge box.

e Those residents included in the SA initial pool

e Any new admissions or other residents added by the SA team
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Resident representative interviews conducted by state with any available
contact information

Offsite Prep information
Complaint/FRI information, if a complaint survey

The following subgroups set by the SA team will be identified with the
same subgroups:

o Offsite selected
e New Admission
e Complaint

e FRI

The final Closed Record Residents are copied forward to the
Investigation screen. There is no Closed Record screen for RO
Comparative surveys.

The five Unnecessary Meds residents
The final facility census number

Residents marked for a resident assessment over 120 days in the SA
survey

The residents included in the SA survey display, regardless of discharge
status, in the following facility tasks:

e Beneficiary Notice

e Dining (MDS residents only)
e Infection Control

e Resident Council

The sample and comparison for areas marked for further investigation
from the SA survey

Data not transferred from the SA survey

Certain information from the SA survey will not be available in the LTCSP
Comparative including

SA surveyor assignments

Attachments associated with the state survey shell (these are not
transferred to ASE-Q)

Tags cited by the SA team
Two SA subgroups (Vulnerable and Identified Concern)
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Offsite Preparation

The LTCSP Comparative Offsite Prep screen is substantially different from the
LTCSP Standard survey screen used by states. The Offsite Prep screen provides
almost all the information entered by the SA team coordinator. The RO TC only
needs to answer a few questions and they can enter the team unit assignments
as normal. All data transferred from the SA survey is read only, except for the
Complaint/FRI data where the RO TC can make changes and assign RO
surveyors.

Read-only information from the SA survey includes
e Facility and Administrator name
e SA survey event ID and date
e LTCSP survey event ID
e CASPER 3 review comments
e Results from last Standard Survey
e Abuse response data
e Any Federal Waivers/Variances
e Active enforcement case information

¢ Ombudsman contact information and concerns

Offsite Preparation

LTCSP Comparative survey

Provider Information Survey Information
Facility Name: ABC HOME FOR THE AGED: Event ID: EMMMNIL
Administrator SA suwey
Name: MEL BLAMNC SA Event ID: UMNS11
SA Survey Date: 832018 12:00:00 AM

Review the CASPER 3 report to determing whesher the facility has any pattems of repeat SA TC entries FII.I"ECI
gefoeres Results from the last Standard Survey:
BN X@ErBIUC . . FEXT and F 606 cited 8t & G FS50 and F 561 cited from SA survey

FEB4, FESE and FESS cited last 2 years
EREN wmet BEEY sinast iust nans

Réview commplaints fince the |agt Standand Survey: Rusview facility reported incidants [FRLY) sincs the (a2t Standsrd surey:
= 1) receiving showers instead of requesied baths and 8 resident who  * 1 FRI with allegations of abuse (Om L Brown). investigated by S&_ not substantiated
WS BOmitied with & pressure ulceninjury that worsened and got L
inflected; and

(RO S—

Was abuse cited on the prior standand survey or have there been any abuse aliegations
or citations for complaints?

Maote any active enforcement cases [resident/issues/dates/reason] that shouldnt be

Note any federal waivers/variances for onsite review: mestilost
Ombudsman Name: W00 e e
Ombudsman Contact - Nofe

Diate:

Ombudsman Phone

Number: OO0

Figure 140: Offsite Preparation screen with SA survey information
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The system pulls other information from the SA survey and based on some of
this information, the RO TC has some questions to answer. The
system-generated information includes

e SA initial pool and Complaint/FRI information

e SA Facility census number, survey team size, and initial pool size
including

e Target initial pool size
e Actual initial pool size
e Recommended survey team size
e Actual survey team size
e A place to comment on SA team size and initial pool

e Any SA residents that were on transmission-based precautions (TBP)
with an option to verify this and find the resident from the resident list

Review the SA survey information and answer the questions.
To answer SA survey-related questions:

1 Click the drop-down next to the question Is there a concern with the size
of the SA’s Initial Pool? Select Yes or No.

2 Enter any notes in the notes box if you select Yes.

3 The system pulls any transmission-based precaution (TBP) residents from
the SA survey team meeting screen. Click the drop-down to answer Yes or
No for whether any TBP residents were included.
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4 From the resident drop-down list, select the TBP resident name to link the

SA’s TBP resident to the LTCSP Comparative survey.

Tip: When you select the TBP resident, the information is added to the

Team Meeting screen.

Did the SA inappropriataly exelude amy affsite saiscted resigents in the initial poal?

AOUSE

Did the SA Inappropriately Inciude more than 5 ComplanUTRi residents in the inftial poal?

B0 500 BEAR

¢ System-generated
from SA survey

If Yies, plesse explain beiow:
Is there & concern with the size of the SA's initial Pooi? ho. *

RO TC reviews SA
54 Facility Censuss 115 SA Team Size: 3 Recommended Team Size: 4 team size and IP
SA Initial Pool Size: 28 Target Initial Pool Size: 32

Wias at lexst one resident who is on transmission-based precautions in the initial poal? H H
Assign TBP resident
Jessica Fietcher H
Did the SA include & rezident in the inftial pool who was on transmission.basad If Yoz, pieste seisct ihe resident name from full list
precautions? W3 7 FLETCHER JESSICA - Cld-A

e e e e e e T L e L R e I e

Figure 141: Offsite Prep screen system-generated information and RO questions
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Complaint/FRIs in the LTCSP Comparative have all the information initially
pulled from ACTS, the resident names, the SA added LTCSP resident areas, and
inclusion in the initial pool checkmark for each complaint/FRI. The SA team
assignments do not carry over, but the RO TC can make initial pool assignments
here. The RO TC can also add or remove any of the LTCSP areas.

As with the LTCSP Standard survey, the RO TC can provide the team member
area assignments in the Team unit assignments section (use last year’s floor

plan).

Assign RO
surveyors

LTCSP areas
assigned in SA
survey

- Alegations: Identity LTCSP Aress: Care Areas: '1
b Matiant K lant Bichis _ Brotection of Besident. -

Facility Tasks:  Personal Funds
Closed Record:

- NYOXRRETT COMP  WINCLE R VAN WINELE P -
NYROZGIETT

Team unit assignments: Nl:ltE RO team
== unit assignments

Figure 142: Offsite Prep screen with SA survey complaint/FRI information

If you disagree with the state’s information, you should update the information
so it represents what you think the state should have investigated or if the SA
failed to link the complaints to the LTCSP survey. You should follow the steps

outlined in the LTCSP Comparative Procedures Guide to link complaints to the
LTCSP Comparative survey (Navigation menu | Resources | RO Procedures
Guide).

If a complaint resident does not have a care area assigned but does have an
investigation, the investigation automatically appears on the Inv4estigations
screen without a surveyor assignment. It's a good idea to verify that these
complaint investigations appear on the screen.

1 Select Investigations from the Navigation menu.

2 Change the filter to All Investigations. Complaint investigations along
with SA Closed Record Review candidates are listed.

3 You can assign the investigations to the survey team now or wait until after
finalizing the sample.

More ...

“Offsite Preparation” on page 48

v

"Active Complaint and FRI data” on page 50
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Resident Manager

The Resident Manager screens provide additional information for the LTCSP
Comparative surveys. The default view display those residents included in the
SA’s initial pool. Residents with the subgroups of Offsite selected, New
Admissions, Complaint, and FRI in the SA survey will also have these subgroups
assigned in the LTCSP Comparative. Residents in the SA initial pool are marked
SA.

[ Long-Term Care Survey

Default filter: SA Initial -
Pool Residents Residents
Fiter by group:

| SAInita Po: Rescff - | Mame = LS

Imitisl SA Irsitial
Dhofs DAVC Offsite BIMS Room  Admit Dale Investigate ‘

Pool Pool MName

DISChErgE from il 9 C13.A4  05.25.18
latest assessment ° 12 F2a on.0sas
a

SA BEETLE BERKLEY (B6) "4 15 F13B 0s-01-18

[¥] A BREA AYA L (7H) 03 Ci2-A 031814
Residents

O = c - M cliB 01228 Mew s g org

a A DEVIL TASMANIAN (202) EXN-E  0l-leam

© SA  DINO.BIRD, GERTIE A (111) 00 E3N-A 02.0218 - -

B SA  DOG. CHARLE M (82) 10 C13-8  03-02-16 SA Offsite, Comp|a|nthR|,

R — ‘ iy e e New Admit information
P o e T 8T RV, e S g T WS T Y. X VX T S ey ] g S ——

Figure 143: Resident Manager screen with LTCSP Comparative information

The Card view has the same information, but the SA label appears before the
resident name.

Fls marked in |

SA survey e BN T e wena s | SA Offsite, Complaint/FRI,
— 9 e New Admit information

e L
Figure 144: Resident Manager Card view with LTCSP Comparative information
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If an SA marked a resident for dialysis, smoking, vent, hospice, and/or
transmission-based precaution, the Initial Pool popup (click the IP indicator to

open) shows this information.

T 13 Resident #T8 in the Initial Pool?
BREA, AYA L (78) SA Qualified Candidate: MDS Indicator:
Room: Cl12-A Dialysis 1 Rehosp
Admit Date: 03-18-14 ‘\

Offsite: Mot Selected
BIMS: 03

Initial Pool status may not be changed once the sample has been finalized,

Close

Figure 145: Example of SA Qualified Candidate for dialysis

More ...

“Resident Manager” on page 57
“Open the Resident Manager” on page 58

“Add a New Admission” on page 68
“Assign Subgroup to Resident” on page 70

“Assign Surveyor to Resident” on page 71
“Resident Manager Tips” on page 197
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Interview, Observations, and Record Review

When an RO interviews an SA resident or a resident added to the initial pool
that the RO indicates was missed by the SA, the process is the same as with
any SA survey with the addition of a special question when an RO selects
Further Investigation (FI). The question asks whether or not the condition
existed when the state conducted their survey along with the date of the SA
survey. The care area (CA) will not be marked with the orange exclamation
point until you answer the question, Yes or No. If you select Yes and the SA
did NOT mark this CA as Further Investigation, Missed FI appears on the
Finalize Sample, Investigation, and Potential Citation screens.

70 Long-Terrn Care Survey Process = |[-5- | -]
Interview and Observations

EDIE4 DUCK, DAFFY F (20) Intemmw StBtUE intervenRDe - . =
Ropm: 2.8 = = Ltd ROM /o Sve

Agmit Dabe: 09-01-17 InChace in sampie Oue too Harm o ™
Offyie: Seected Subgroup: Ot te Seecied - um

BOMS: - Depression

[ Weight Couintor | femee Bemsien

~ Choices

« Are you abie to maice choices abaut your daiy (e that are important to you?

+ I'd Ifioe to ialk to you about your choices. Are you able to get up and ga to bed when you want tof Mo lssues/NA

s Hew Bbaut bathing, are you Abis to choase 3 bath or shower? Do you chooss Row often you bathe?

= How about focd, does the facliity honor your preferences or requests regarding mea! times, + Further Investigation

rd fuid choices?
= How about activities, ane you abie to chotse when you go to activities?
* Hiow Boout mEds, Bre fou SDU 10 CROOSE WhER you MECEnE your meadications? Extra quesﬂon Was this conceen or
= Did you choose your doctor? Do you know their name and how 10 contact them? survey that exited o

= Can you have visitors any time or are there restricted times?

Figure 146: Example of an LTCSP Comparative extra question

If the SA conducted a resident representative interview, Yes appears in the
RRI column in resident manager (the bottom of a resident card in Card view).

= Click Yes to see the RRI contact information, if available, from the SA
survey.

If the RO selects Non-Interviewable for the Interview Status, the RRI contact
information from the SA survey displays appears if they entered any
information int he RRI Contact Information field.

If the RO determines the resident is interviewable, the RRI information will
disappear once the RO selects Interviewable.

70 Leng-Term Care Survey Process

Interview and Observations

g . " Compiete ¥ Reoresectatve intervien | From SA survey
[ weeight Caxcurator RS Contact Information: 5+ Jetsc, o 55555551
b e 2 a " P _— - . s - 3

Figure 147: RRI information from SA survey showing in LTCSP Comparative
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Team Meeting

If you decide to interview a resident not in the SA initial pool, you will need to
add them to your initial pool.

To add a resident not in the SA initial pool:

1 Find the resident in the Resident Manager (either change filter to All
Residents or use Search).

2 Then change the IP indicator to Yes.
= Click the IP indicator icon. Click the Yes button.

= You will get a popup asking if the SA should have included this resident
in their initial pool. Answer Yes (with rationale) or No.

Note: If you answer Yes, SA Missed appears in the Missed Resident?
column on the Finalize Sample screen.

= You will automatically be assigned as surveyor.

't Is Resident #24 in the Initial Pool? X

| * = Required || ession
Should the SA have included BIRD, TWEETY (24)
in the initial pool?

. .. |MNo
Description:

Save | Cancel

Figure 148: Select an answer when adding a resident not in SA IP

More ...
“Interview, Observations, and Record Review for Initial Pool Residents” on page 76
“Care Areas” on page 77

v

‘Interview and Observations Tips” on page 200

Team Meeting

The Team Meeting screen is available only to the RO TC. In an LTCSP
Comparative survey, the questions are different and include SA survey
information. The system pulls data from the SA survey as well as from the
LTCSP Comparative team members (after data share) for Day 1 and Day 2 or
later.
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Team Meeting Day 1

Most of the information on Day 1 is pulled from the system and is updated with
all surveyor information after data sharing. The third question looks at the
dialysis, hospice, smoking, ventilator, and TBP residents and compares whether
the SA’s initial pool residents were included in the RO’s initial pool.

 Long Term Care Survey Process IR e
= Team Meeting .
®Day 1 © Day 2 or Laler

If the SA discharged any of their offsite selected residents, the names and discharge location will be listed below.

YOG! BEAR Expired

If the SA failed to include any offsite selected resident in their initial pool, excluding any offsite selected resident who was discharged, the names will be listed below.
DAFFY DUCK
BOSKO MOUSE

Review the list below and ensure at least one of the SA’s residents were included in the RO's initial pool for dialysis. hospice. ventilator. transmission-based precautions. and

smicking, if applicable.
. RO included an SA
S aragita a0 ints poo: v =1 Dialysis resident

Hosplce
54 Mone. In RO Inftial Pool? NA RO inciuded ELMER FUDD

mawn ko S RO included though
MNane. in intlal Pogi? NA imrcudec BARNALY JONT! none in SA SUNEY

Ventilator
SA None. In RO Initial Pool? NA RO included CATTLIN MCDOMALD

Transmission-basad precadtions:

SAJESSICA FLETCHER. In RDIntal Pool? ¥ il RO included the
SA TBP resident

Nates
aReNF Xx@EEBIUC

e T T —— ¢ N . - U R T

Figure 149: Team Meeting screen in an LTCSP Comparative - Day 1

Day 1 Questions and Response Explanations

Below lists the questions and where any system generated answers come from
for Team Meeting Day 1:

If the SA discharged any of their offsite selected residents, the
names and discharge location will be listed below.

System generated list of discharged offsite selected residents from the
SA survey and their discharge location

If the SA failed to include any offsite selected resident in their initial
pool, excluding any offsite selected resident who was discharged,
the names will be listed below.

System generated list of offsite selected residents from the SA surveys
that were not discharged and not assigned to a surveyor
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Team Meeting

Review the list below and ensure at least one of the SA’s residents
were included in the RO’s initial pool for dialysis, hospice,
ventilator, transmission-based precautions, and smoking, if
applicable.

System generated list of the SA residents for the care areas Dialysis,
Hospice, Smoking and Ventilator. For each care area the system will list
the residents from the SA survey that were:

1 Investigated for the care area
2 If no resident were investigated, residents with an FI will be listed

3 If no residents were investigated or had an FI, residents with NI will
be listed

The system will also indicate if the SA resident was included in the RO
initial pool.

The TBP resident identified on the RO’s offsite prep screen will also be
listed.

Confirm the residents listed are in the RO’s initial pool. If a resident
is listed who shouldn’t be in the initial pool, change the IP indicator
to No or unassign your name from the resident on the Resident
Manager screen. For any unassigned resident who was also in the
SA'’s initial pool, you must complete any unassigned resident or
discharge them.

System generated list of all the residents in the RO initial pool and
indicates the assigned surveyor and whether the resident was also in the
SA initial pool.

How much work does each RO surveyor have left to do?

System generated list of residents with incomplete initial pool data
organized by surveyor and by interview, observation or record review.

Any harm or 1J concerns for the RO team?

System generated list of residents marked as either Harm or 1] during
the initial pool process. Information includes assigned surveyor.

Display number of SA and RO completed RRI/family interviews.

System generated list of residents where a Resident Representative
Interview was completed. The list is separated by SA and RO teams and
includes the assigned surveyor.

If the SA did not complete at least three RR1/family interviews, was
it feasible for the SA to have completed at least three RRI1/family
interviews (e.g., the RO team was able to complete the minimum
with interviewees who visit daily)?

TC will enter a response to this question on the team meeting screen.
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What is the status and pertinent information for complaint and FRI
residents?

TC will enter a response to this question on the team meeting screen.

Team Meeting Day 2 or Later

The Day 2 or Later screen continues to show any resident interviews,
observations, or record reviews left undone. Here you will be asked to input
more information regarding the progress of the survey and about the SA
survey. Once the facility tasks and investigations begin, the system will also
answer the question Are there any harm or 1J concerns?—any CE marked

with a severity of 3 or 4 for any resident or the facility appears here (after data
share).

Team Meeting

Day 1 ® Day 2 or Later fuc
Did the SA i inchude ress in the sample fo cover abuse, dialysis, hospice, i and ign-bxsed p i i iate? Yes No.

Yes

JESSICA FLETCHER - Transmission-Dased presautions

Based on the initial peol concerns identified by the SA. should the SA have induded any other residents in the sample excluding the areas covered above for dialysis, hospice,
efc.? Yes, No. If sa, explain

No reswits found for this gueston

of3ordin

Surveyor - GROUPLEADER Resident - FACILITY FACILITY
Surveyor - GROUP LEADER Resident - CAITLIN MCDONALD
Surveyor - SURVEYOR2 TWO Resigent - JUDY JETSON

facility tasks or
investigations

Are there newly identified harm or L concerns? } CE with severity

Does the sample need to be expanded to rile out SQCT

Figure 150: Team Meeting screen in an LTCSP Comparative Day 2 or later

Day 2 or Later Questions and Response Explanations

Below lists the questions and where any system generated answers come from
for Team Meeting Day 2 or Later:

Did the SA include complaints/FRIs in the sample appropriately
(e.g., no more than 5 residents)? Yes, No. If not, explain.

TC will enter a response to this question on the team meeting screen.

Did the SA appropriately include residents in the sample to cover
abuse, dialysis, hospice, ventilator, and transmission-based
precautions, as appropriate? Yes, No.

System generated list of residents that had NI or FI marked for Abuse,
Dialysis, Hospice or Ventilator on the SA survey and the associated care
area was not investigated.

Also includes the TBP resident entered on the RO offsite prep screen if
that resident was not investigated on the SA survey.
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Based on the initial pool concerns identified by the SA, should the
SA have included any other residents in the sample excluding the
areas covered above for dialysis, hospice, etc.? Yes, No. If so,
explain

System generated list of Care Areas where one or more residents was
marked as FI during the SA’s initial pool process but the area was not
investigated by the SA team.

Are there newly identified harm or 1J concerns?

System generated list of residents that were investigated and the facility
was found to not be in compliance for one or more critical elements
where the severity was a 3 or 4.

Does the sample need to be expanded to rule out SQC?
TC will enter a response to this question on the team meeting screen.

What is the status and pertinent information for complaint and FRI
residents?

TC will enter a response to this question on the team meeting screen.

What pertinent finds does each surveyor have (ensure you review
and address all prior reported concerns)?

TC will enter a response to this question on the team meeting screen.
How much work does each surveyor have left to complete?

System generated list of incomplete investigations by resident and
investigative area with surveyor and a list of incomplete facility tasks.

Display number of SA and RO completed RRI/family interviews.

System generated list of residents where a Resident Representative
Interview was completed. The list is separated by SA and RO teams and
includes the assigned surveyor.

Do you need to adjust the workload?
TC will enter a response to this question on the team meeting screen.

Are there concerns that are indicative of a system failure? Do you
have enough information to validate that?

TC will enter a response to this question on the team meeting screen.

More ...
“Team Meeting” on page 47

Finalize Sample

Once the initial pool process has been completed for the LTCSP Comparative
survey, the TC shares data with the team members. The process of finalizing
the sample remains the same as any SA survey, but the screen provides
different information and different system-selected rules apply.
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The Facility Census Number displayed is the final number from the SA survey.

The RO TC can change this number if the RO team determines the SA facility
census number is inaccurate.

Once the RO TC starts sample finalization, the system pulls the five

unnecessary meds residents from the SA survey and displays the list along with
the reasons.

P T memﬁdmﬁu- o |

The following residents were investigated by the SA. Click on the Yes link in the
Unnecessary Med column an the ssmple sereen to réview any RO rezponse
differences a5 compared to the S4's responses,

- FINK, BARTON for taking an Antipsychetic with Alzheimer's/Dementia
diagnegis.

- EVERETT, CHRIS for taking an Anticoagulant.

- HARRINGTOM, EVE for selections made in Record Review medications and
disgnoses care aress,

- SMART, PEGGY for selections made in Record Review medications and
diagnoses care areas.

- DILLOM, MATT faor selections made in Record Review medications and
diagnoses care aress,

ok |
Figure 151: Unnecessary med resident selections from SA survey

View the MDS, SA, and any RO differences regarding an unnecessary
medications resident:

1 Click the Yes link in the Unnec. Meds column.
2 Click Close when finished reviewing the notes.

Unnec. Meds Subgroup Surveyor Sample Reason

= I Click to see
@ related notes

Figure 152: Unnecessary Med resident notes

The Finalize Sample screen includes additional information for the LTCSP
Comparative:

e If an RO added a resident to the initial pool and indicated that the SA
missed the resident, the RO team will see the label SA Missed in the
Missed Resident? column. To review the RO’s notes, click SA Missed.

o If the resident was included in the SA initial pool, SA appears in the SA
Initial Pool column.
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Finalize Sample

e If the resident was included in the SA sample, Yes appears in the SA
Sample column.

e Expand a resident on either the by Care Area or by Resident screen and
the care areas listed indicate if

The SA didn’t mark that initial pool care area and the RO did and
answered the extra question Yes (the issue was present during the
SA survey)—Missed FI

Both SA and RO marked the initial pool care area as FI—SA

The SA did not miss the concern (RO marked FI and answered No for
the extra question—the issue wasn’t present during the SA survey)—
no label

The SA did not include the resident in their initial pool and the RO
answered Yes indicating the resident should have been included—SA
Missed

The resident was a Complaint or FRI resident—Comp

70 Leng-Term Care Survey Process =[5

Fiter by groues Scrt resicents {1%]
e ro— e @
SA Faciity Census:  ©1°  Target Sample Size= 23 Coment Sample Size: 8 Wipw Cymvent Workioed. 7
Name hihﬂ"“m I'cluslwm System Selecled Unnec. Meds  Subgroup Surveyor Samphe Rerson
&  BREA AYAL(TH ™ No Compiaint | XND0Z-Sunveyord » &
Marked by both

o  DRINKER HANS (163 SA and RO [ ] Mo el XHD02-Sunveyonz =

" Care Areas:

Abuse [COMS - M

; CAnotmarked FIf . 7. o u SER—
in SA survey
o E£COM 2 T —"——
@ 4 .lSA IP and sample info ' >
DUMEBLEDORE, ALBUS B {45 - t | XRO0A-Groug

JETSON, JUDY M (26 A Yes 3 EBE ™ ) Compiaint  [xx004-Group

KAT, KLONDIXE ) (108) sa Resident not in o Hew Adent homos coun
SA Initial Pool
BMCDOMALD, CAITUN (215 54 Misseg A 0A-G

Finalize Sample £

5A vas 2 El2-A e Ye: M MND02-Sunrveyoid =

”' Al  MODS Indicators: 4 izreimers ar Dementla w/Antipsychatic
Iresuiiny

ROM Uimitation / Receving Services

A I 300 N MHDTAGroup

< Residents not
sampled in SA survey

Figure 153: Sample finalization started in an LTCSP Comparative

Once the RO TC starts the sample finalization, the system selects certain
residents for inclusion in the sample. The rules for the resident selections are
different for the LTCSP Comparative:

e Any SA sampled resident who has at least one of the same FIs as the RO
(to ensure ROs investigate the same areas as the SA).
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e Any SA initial pool resident where the RO indicated an FI was present
but missed during the SA survey (to ensure ROs investigate the areas
missed by the SA).

e Any resident added to the initial pool that the RO indicated the SA should
have included in the initial pool and there was at least one FI present
during the SA survey (to ensure you investigate residents and concerns
missed by the SA).

e Any resident that a surveyor marked as Include in Sample (i.e., harm or
1J), which is displayed under the Sample Reason column.

¢ Any identified abuse concern from the initial pool process.

If the SA failed to sample a qualified candidate for one of the required areas
(e.g., dialysis, hospice, vent), a note at the bottom of the sample screen lists
the areas.

Tip: If the RO TC starts sample finalization on the Finalize Sample screen too
soon, press Alt + U to reactivate the Start Sample Finalization button.
This only works for Start Sample Finalization; once the sample is finalized,
it cannot be reset.

Complete finalizing the sample:

1 After reviewing the residents, select all the residents the RO team wishes to
include in the sample.

2 Click the Finalize Sample button. Address any issues the system may
display.

Once the sample is finalized,

e TheInvestigations screen lists all investigations including the SA’s closed
record residents (set filter to All Residents to view)

e Review and assign any facility tasks that were triggered from any
applicable initial pool care areas marked by the RO team

More ...
“Finalize Sample” on page 92
“Start Sample Finalization” on page 99
“Complete Sample Finalization” on page 104
“Sample Finalization Tips” on page 201
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Facility Tasks

Facility Tasks

The mandatory facility tasks remain the same for LTCSP Comparative surveys.
Any triggered facility task associated initial pool care areas marked for a
resident by an RO surveyor will trigger the facility task after sample finalization.

The only information for facility tasks that carries into the LTCSP Comparative
are the residents in the following tasks as long as the SA included the resident
names in the resident box on the applicable facility task screen:

e Beneficiary Protection Notification
e Dining (MDS residents only)

e Infection Control

e Resident Council

e Resident Assessment

The residents from the SA survey appear with an SA indicator. In all other tasks,
only the RO team-selected residents appear.

7 Long-Term Care Survey Process =5 = |
=0 Beneficiary Protection Notification 22 !
o Patway, (] |
= Use T 8 |

= Instructions =

~ Probes/CE >

1. Were appropriate notices given 1o the residents reviewed? Vg [ NA FERT &

Review Three Notices:

= REAGOMIY SE8ct 3 resigents from Tha! it We reCommend SEECtng one rezioent whd went ROME B5d twd FESdents who remained in the tacilty, If svaisble.

« Flll in the name of the seiectied nesidents at the top of each Beneficiary Notification Checicist

= Ghve the provider one Beneficiary Notifioat:on Creckiist for each of the three residents 10 Complete and returm 1o the sunveyor. Do rot give the provider the
sCenarios.

= The poviger COmpIEtEs oné Checkist 1or 5Ch of the thies rEsdents i this Samplé BAA returms the Checldist BRa ROYICES 16 the Survey 168

= Review the cheddists and notices with the provider.

|
ANT, ATOM M 31 3 ozrog/z0lE sA M
From SA
TEA SWEET C25.p a2 050272013 SA ‘
survey

TIME JUSTIN G €354 4 1062016 54 M

S e

Figure 154: Example of residents from SA survey in Beneficiary Protection Notification
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If the LTCSP Comparative includes a resident in a facility task that was included
in the state survey, SA appears in the SA column on the resident list. Only the
notes entered by the RO for that resident appear when you click the resident’s

name.
17 Long-Term Care Survey Process e o -] |
=EQ Personal Funds =%
Covotind " pathway (1) |
" Use 3 @l
= Instructions =
~ Probes,/CE :

1. Do residents have ready access (o their personal funds managed by the faciity? Vs Na MA 567 &

Resident added
by RO were also
in SA survey

Room Resident Numbes Admission Dat  SA . emave
JETSON, JUDY M E35.8 26 Q218208
PUSSYCAT, PENELOPE | F11.8 17 4207
TIME. SWEET M [Comgiaing

Motes

Groupdeader (XXOOA) - Persenal Funds
08/15, 4 AM  Resident ® 43 can't gt mansy

when her grandkids vist because ro

osrk.c‘oe : has asked for 5at hours but nething has Only notes from LTCSP l
s Comparative display
st | ong panemdl g e, ™ " e M R d

Figure 155: Residents in a facility task added in both SA and LTCSP Comparative surveys

More ...
“Facility Tasks” on page 109
“Mandatory Facility Tasks” on page 110
“Triggered Facility Tasks” on page 111

v

“Assign Facility Tasks” on page 113

Closed Record Sample

The same candidates sampled for closed record review in the SA survey are
sampled in the LTCSP Comparative. They automatically appear on the
Investigations screen (set filter to All Residents to see and assign) and there is
no Closed Record Sample screen or any need to finalize this sample.
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Investigations

The functionality remains the same as any SA survey for Investigations with the
addition of the SA and Missed FI labels. These labels also appear next to the
resident name in the investigation screens.

17 Long-Term Care Survey Process =N =
= Investigations
ful
¥ . " JOD0A-Group = » :
Investigation for
e DDA Grop =] Smokng c
S both SA and RO i . 5
Denty (sa) e i x
04-12-17 Fl1.8 0008-Group v e ]
Wnnecespe 412 118 OO0A-Group = S¥ecnd for Unnecessary
proMenn Medcation teeam X
jrirary Cpihpter or UT] (SA] ) N = e and UTLCazesr -
‘____,. Not investigated by SA
SAILOSMAN POPEYE (25) Eooo (Missed /T - Feed w0
TOME_ SWEET M 143 Dents 031617 C35-8 O omoAGrogp w Dems o
Ny — S S — . s P ,,___f--.---.-..-.--_.r‘-“ P P i o B R

Figure 156: Investigation screen with SA indicators in an LTCSP Comparative

More ...
“Resident Investigations” on page 130
“Assign Investigations” on page 133
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Potential Citations

The functionality remains the same as any SA survey for Potential Citations with
the addition of the SA and Missed FI1 labels. If a resident or investigative area
listed is associated with a complaint, you will also see the complaint label.

= Long-Term Care Survey Process: h
= Potential Citg
Show | Ungecisred = Refresh Potential Citation Dietal for Tag FB03

& Cite
F790 : Routine/Emergency Dental Srves in SNFs —
Max Severity: 3 i
Status: CITATION UNDECLARED ¥ Scope and severity must be sat
+ Denta I AL lakst one resigert of acility Musy
BEAR, BOO BDO (107
;-*“" BrosoOLn s Opening Statement
urveyor Surveyord, Three OGO 5 G
ik - @Be N/ x@e BJUd
everite 3
sa 3
FBO03 : Menus Meet Resident Nds/Prep in Adv/Followed
Max Severity: 3
Status: CITED
+ Food
SAILORMAN, POPEYE (25;
Surveyor: Group, leader (KN00A

SAlLORMAN, PORPEYE (25)
Sufveyon: Groug, iasser DONOOA)

Severty: 2
,‘e e P Potential Citation Documentation
Missed F

SAILORMAN, POPEYE
FB06 : Resident Allergies, Preferences, Substitutes 2
LA 3 Feed - Group.lcader

Figure 157: Potential Citations screen with SA and Missed FI labels

More ...

v

"Potential Citations” on page 148
“Load Cites” on page 156

Finishing the LTCSP Comparative

When the LTCSP Comparative is complete, the RO TC will upload the
comparative survey into ARO as you usually do. Once the ROs have finalized
the CMS-2567, the RO team can use the Compare RO to SA Tags window to
consolidate team findings. The information that the system generates and that

the RO team enters provides the data necessary to analyze the RO Comparative
survey results.

RO team members should also print a special Federal Monitoring Survey report
for LTCSP Comparative surveys that summarizes the SA’s performances.

Compare RO to SA Tags

The Compare RO To SA Tags window provides a summary of differences
between the SA and LTCSP Comparative surveys. RO surveyors can use this

screen to evaluate the results of the comparative and review the findings with
the SA.
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Finishing the LTCSP Comparative

The window lists all the tags that were cited on the CMS-2567 from either the
SA or the RO survey and indicates

If the tag was cited on the SA, RO, or both surveys

The scope and severity from the CMS-2567, if cited

In the Tag column, find the first instance of a tag number, read across the
row to see if the RO cited the tag on the CMS-2567. If Yes, they did cite the
tag, the scope and severity appears in the SS column. Then read across to
the see if the SA cited the tag on the SA CMS-2567, if Yes, they did cite the
tag, the scope and severity appears in the SS column. Any associated
residents are listed under the first instance of the tag number. These rows
include the resident name, the investigative area, whether or not the
resident was included on the potential citation screen for the RO, and
whether or not the resident was included on the potential citation screen for

the SA.
Indicates if RO
included tag on
CMS-2567
Compare RO To 54 Tags
RO SA
Pot Cite | 2567 Pot Cite | 2567
Tag pative Ares Res Tag | 55
Inchided | Cited| Inchided | Cited
CMS5-2567 tag 0803 ves |G Ves |0 |
| 0603 | B9GGS, ANITA (29) Food ECm .
| | 0803 | FRAZER, LYLE (9) Food
Associated 0803 . Feod Cied
X 0604 Mo
residents 0604 | BIGGS, ANITA (29) Food
listed below 0804 | FACLITY, () Dining Observation Cited
| | os0s | MANETTE, LUCY (43) Food Cied
0639 Yes | |
<

Indicates if SA
included tag on

If cited by RO,
S5 for tag

If cited by SA,
S5 for tag

CMS-2567
X
3 T
HED |
1 Did SA | ucml -
Res Tag 55 A

Both RO andSA cited
with different SS

Figure 158: Compare RO To SA Tags window showing RO information vs SA information

Since the system does not record residents and investigative areas included in
the CMS 2567, other than what is in the citation documentation, the RO needs
to review the 2567 text for each tag and indicate if that resident and

investigative area were covered by the SA in their documentation. ROs can use
the 2567 - SA tab to review the final documentation from the SA surveyors for
the selected tag. The 2567 - RO tab shows the final documentation from the
LTCSP Comparative survey team members.
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To access and use the Compare RO to SA Tags window:

1 In ARO, right-click the LTCSP Comparative survey in the Tree and select
FMS Citation Compare.
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Figure 159: Right-click menu with the FMS Citation Compare option

2 In the Compare RO to SA Tags window:

Compare citation information between the RO and SA surveys in the
chart.

- Click the 2567- SA tab.

- Click the tag number or name in the table to see SA documentation
for the tag, if available.

Select Yes or No to answer the question Did SA Miss Cite? for each
resident or facility task listed.

Select Yes or No to answer the question SA Cited Wrong SS? for each
resident or facility task listed.

Review 2567 information from the LTCSP Comparative on the 2567 - RO
tab.

- Click the 2567- RO tab.

- Click the tag nhumber or name in the table to see SA documentation
for the tag, if available.

Document your findings in the Documentation tab.
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Note: If you do not have the ability to change the Yes/No answer in the last
two columns, you do not have the proper menu security option set for this
screen. Talk to your system administrator to add you to the proper option.

3 Click Print to create a report of everything listed on the table and the
Documentation notes you entered.

4 Click Done when finished.
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Click tab to
see RO 2567
information
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Figure 160: Compare RO to SA Tags window in ARO

Select for SA
cited SS
discrepancy

Federal Monitoring Survey Documentation Report

This report lists the information from the LTCSP Comparative that summarizes
the SA’s onsite performance.

To print the Federal Monitoring Survey Documentation Report:

1 In ARO, right-click your survey in the tree and select LTCSP
Documentation Reports (confidential).

2 All reports are selected by default, click De-select All and then select the
Federal Monitoring Survey.
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3 Click Print. A PDF of the report opens.
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Figure 161: Survey Documentation Report dialog with the FMS report option

Federal Monitoring Survey Documentation Report

The report provides information from the LTCSP Comparative survey. The
following lists the sections and questions that appear on the report along with
an explanation of where the information comes from.

Initial Pool Results

1 Did the SA include five or fewer complaints/FRIs in the initial
pool? If not, explain.

A Yes/No response is calculated based on the number of complaint and
FRIs in the SA survey. If the response is No the report will list all
compliant and FRI residents in the SA team'’s initial pool.

2 Did the SA include a reasonable number of residents in the SA’s
initial pool—the SA didn’t go considerable lower or higher than
the recommended number?

Populated with the responses to these questions on the RO Offsite Prep
screen.
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Did the SA inappropriately exclude offsite selected residents
form the SA’s initial pool? If so, did any of the excluded offsite
selected residents result in a citation?

A Yes/No response is calculated based on whether the SA survey team
did not assign offsite selected residents and include them in the initial
pool.

If the response is No, a list of all offsite residents that were not assigned
is displayed. If a listed resident was included in a citation on the RO
survey, the determination of whether the SA team missed the tag,
entered by the RO on the FMS Citation Compare screen, will display.

Did the SA indicate an appropriate subgroup for all initial pool
residents (e.g., subgroup wasn’t left blank and you agreed with
the designation)? If not, explain.

A list of residents will be displayed if

e on the SA survey they were in the initial pool and a subgroup was
not assigned

e the subgroup entered by the SA and the RO teams did not match

Where there any concerns with the SA’s interview status
designation? If so, explain.

A list of residents will be displayed if there is a different between their
interview status between the SA and RO survey. Discrepancies are
displayed between interview statuses of interviewable and
non-interviewable including whether the team conducted a resident
representative interview.

Should the SA have included any resident(s) in the initial pool
that they did not? If so, explain. Did the SA miss any citations
because they neglected to include a resident in the initial pool?

A Yes/No response is calculated based on whether the RO team added
residents to their initial pool and indicated that the resident was missed
by the SA team.

If the response is No, the system will list these residents, the reason the
RO team provided when adding the resident to their initial pool and
whether the resident was sampled by the RO team.

Also listed is the tag detail for any tags the RO team cited for these
residents, including the determination of whether the SA team missed
the tag, entered by the RO on the FMS Citation Compare screen.

Did the SA miss any concerns during the initial pool process (e.g.
any FI missed by the SA)? Is so, explain. Did any of these
concerns lead to a citation?

AYes/No response is calculated based on whether the RO team indicated
a concern was present during the SA survey and the SA team did not
identify the concern.
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If the response is No, the report will list the following information:
e Resident name
e Interview type where FI was indicated
e Investigative area triggered by the FI response
e Care area marked as FI

e Whether the resident and investigative area was sampled by the
RO

e Any tags that were cited on the RO team related to this resident
and investigative area

e Whether the RO team selected the resident and investigative area
to include in citation decision

e Determination of whether the SA team missed the tag, entered
by the RO on the FMS Citation Compare screen

e Interview notes from the RO survey team for the missed FI

Sample Selection Results

8 Did the SA appropriately include residents in the sample to cover

abuse, dialysis, hospice, ventilator, and transmission-based
precautions, as appropriate? If not, explain. If an area wasn’t
covered by the SA, were any citations missed?

A Yes/No response is calculated based on whether the SA investigated
at least one resident for the listed care areas if there were initial pool
residents that qualified.

If the response is No, the system will list the area(s) that were not
covered and all residents that had FI or NI responses therefore
qualifying for investigation.

For the listed residents that were investigated on the RO survey, the
report will indicate if any tags were marked as missed by the SA team
on the FMS Citation Compare screen.

Based on the initial pool concerns identified by the SA, should
the SA have included any other residents in the sample excluding
the areas covered above (refer to the SA Investigation Report)?
If so, explain. Did the SA miss any citations because they did not
include other residents in the sample?

A Yes/No response is calculated based on whether the SA team did not
investigate areas where there were one or more FIs marked during the
initial pool process.

If the response is No, the report will list the missed investigative areas
and candidate residents. The report will also indicate if the resident and
investigative area was marked as being missed by the SA team on the
FMS Citation Compare screen.

194

3/19/20 LTCSP 11.9.1



Finishing the LTCSP Comparative

Investigation Results (CMS-2567 Review Separate)
10 Did the SA complete at least three RRI1/family interviews? If no,

was it feasible for the SA to have completed at least three
RRI1/family interviews (e.g., the RO team was able to complete
the minimum with interviewees who visit daily)? Did any of the
RO’s additional RRI1/family interviews result in a citation?

A Yes/No response is calculated based on whether the SA team did not
have three completed resident representative interviews and the RO
team did complete at least three.

The report also includes the information the RO team coordinator
entered on the RRI question on the day 1 team meeting screen.

When the response is No, the system will list residents for whom the RO
team was able to complete an RRI and indicate any investigative areas
and tags that were missed in the SA survey for these residents based on
the RO responses on the FMS Citation Compare Screen.

Facility Task Results

11 Did the SA remove a facility task that the RO team completed?

Did the task result in a citation?

A Yes/No response is calculated based on whether the SA team removed
a mandatory facility task that the RO team did not remove. If the
response is No, the facility task ID and description will be listed along
with the reason the SA team entered for removal.

The report will also indicate if the RO’s investigation of the facility task
was ever included as a reason to cite a tag in the LTCSP Potential Citation
process and also if the tag ended up being cited on the RO’s CMS-2567.

12 Did the SA team include the resident reviewed for facility task in

the resident box on the task screen which is where the resident
should be listed?

A Yes/No response is calculated based on whether the SA included one
or more residents for Beneficiary Notice, Infection Control, and Resident
Council. If the response is No, the facility task ID and description will be
listed.

More ...

For more information on generating Survey Documentation Reports in
ARO, refer to the ACO/ARO Procedures Guide posted at

https://gtso.cms.gov/ software/aspen/reference-manuals.
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Tips, Troubleshooting, Quick Reference

Resident Manager Tips

The following table provides an overview of the things you can do when on the
Resident List View or Resident Card View screens.

Area Description
Subarou If Identified Concern is selected as the subgroup for a
group resident, then all other subgroups are disabled.
Initial Pool Use_ the initial pool statuses to keep track of your
residents.
Statuses:
Unknown =default
Maybe = Those you may want to include in your pool
Initial Pool after screening or to quickly identify unavailable residents

Yes = Will be included in the initial pool; activates the
interview/observations/record review screens

No = Not included in the initial pool

Initial Pool—Offsite

Offsite selected residents automatically have an IP status
of Yes; this status can only change to No if the resident is
discharged. Maybe and Unknown IP statuses are not
available for offsite selected residents.

Complaint/FRI residents added to the initial pool in

Initial Pool Offsite Prep automatically have an IP status of Yes.
Cancel the search (click X in upper-right corner) in order
Search to clear the results, and if the residents found in the
search do not match your existing filter they will
“disappear” when the search is canceled.
Partial name searches do not work. Enter the full first,
Search
last name, or the room number.
Sort Use sort order drop down; clicking columns does not sort.
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Area Description

Sort option not available in Card View. Sort will carry over

Sort from List View to Card View.

The room numbers listed for the residents come from the
MDS data. There are no edits on this MDS field and the
Sort field is stored as an alpha character; for these reasons
the sort may not work as expected or in a way that
makes area assignments easier for the team.

Transfer Resident Data | Subgroup does not transfer to other residents.

After transfer, the Save and Cancel buttons on the
Transfer Resident Data | Update Resident screen do not impact the transfer as the
data is changed as soon as the user confirms the transfer.

Cannot transfer to a resident that has responses entered

Transfer Resident Data (FI, NI, notes).

Cannot transfer data to a resident assigned to another
surveyor.

Transfer Resident Data

If you transfer data to an unassigned resident, the

Transfer Resident Data resident will automatically be assigned to you.

Updating a resident works differently on Card View and
Update Resident List View; in Card View click on the resident name and in
List View use the Update Resident icon.

The subgroup type of Complaints and FRI are for formal
complaints and facility-reported incidents that are being
investigated during the survey. The information from
ACTS is displayed on the offsite prep screen but there is
no link to the resident so the subgroup should be updated
for the complaint residents.

Update Resident

A resident unassigned in Card view appears on the

Update Resident resident list with no surveyor assignment.

Since the surveyor can determine the residents to be
included in the initial pool other than offsite selected
residents, they can be unassigned from a surveyor
without providing a reason.

Update Resident

Since the survey team must include all offsite selected
residents in the initial pool, they cannot be unassigned
unless they have been discharged and the surveyors
must enter the discharge reason.

Update Resident

When a new resident is added, they are not considered a
Update Resident new admission unless the subgroup is set to New
Admissions.
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Area Description

You can discharge any resident but offsite selected
residents require a reason for discharge. Discharging a
resident removes the surveyor assignment and changes
the IP status to No.

Update Resident

Any surveyor can add new admissions or other residents,
as each surveyor is assigned a block of numbers that will
Add Resident be assigned to the added residents to ensure they are
unigue. Whenever you add a resident, that resident is
automatically assigned to you.

In List View you can assign multiple residents to a single
surveyor by selecting all the checkboxes for each resident
to be assigned, and then selecting the surveyor in the
drop-down list for one of the selected residents.

Assignments

General The zoom slider changes the screen resolution.
When moving the cards to a folder in the Card View, click
General in the white space to drag the card; do not click the
name.

The resident ID appears after the resident name and is
General generated by LTCSP for this survey and should be used
for documentation.

General Columns can be moved in the List view.

Interview Status

The following table explains the different interview statuses available. You can
only select an interview status once the IP status has been set to Yes.

Interview Status Actions for offsite selected residents

Conduct full interview, observations, and record review

Interviewable for resident.

Resident Interview is marked Complete: Surveyor
conducts only observations and limited record review.

If possible surveyor conducts a resident representative
interview (the Representative Interview option becomes
active only when the interview status is
non-interviewable).

Non-Interviewable

Resident Interview is marked Complete: Surveyor

Refused conducts only observations and limited record review.
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Interview Status Actions for offsite selected residents
Unavailable for Resident Interview marked Complete: Surveyor conducts
Interview only observations and record review.

Resident Interview and Observation marked Complete:

Out of Facility Surveyor conducts only record review.

Interview and Observations Tips

The following table lists the different items you see on the Interview &
Observations, Observations, and Record Review screens.

Area Description

The initial pool status must be set to Yes to complete the

Initial Pool . ) ) .
interview, observations, and record review screens.
You can manually set an interview, observation, or record
review to Complete. However, if you make any changes
Complete P Y Y 9

on the screen after that, the system removes the
completion checkmark.

Only care areas that are mapped to an MDS indicator

MDS Discrepancy have the MDS Discrepancy checkbox.

If the MDS indicator is set for a care area and No Issue is
MDS Discrepancy selected, the Resident Assessment facility task is
triggered.

Because observations are made during the interview;
RI both interview and observation questions are combined
on the interview screen.

Completion status and orange exclamation point (FI
RI required) on the Interview screen is based only on the
interview questions, not on the observation questions.

Probes are provided as guidelines for the interview and
RI observations and the probes for the interview CAs only
may be collapsed.

General care areas are listed in order with Quality of Life

RI, RO and Resident Rights first followed by Quality of Care.

If another surveyor is assigned to a resident the

RI, RO, RR interview screen will be read-only.

If a resident is not assigned to a surveyor, once interview
RI, RO, RR data is entered the resident will be automatically
assigned to the surveyor.
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Area Description

The Care Areas shown for Record Review are based on
RR Interview Status, certain MDS indicators, and Subgroup

of new admissions.

Use Additional Care Areas drop-down to select CAs that
RR may not be listed on the screen but are areas of concern

identified during the record review.
S The Collapse Completed Care Areas setting is a user

creen . . L

setting that persists for an individual surveyor.

When set, the Collapse Completed Care Area only takes

affect when a screen is first entered; the screen will not
Screen be collapsed while the user is entering data. Use the

Collapse Now button to change the screen as it is being

used.

Use the Subgroups to identify noted concerns. Note the
Subarou Complaints subgroup is used for official complaints

group reported to the SA that are being investigated during the

survey.

Interview data can only be transferred to a resident that
Transfer ;

does not have any questions answered.

Interview data cannot be transferred to a resident that is
Transfer -

assigned to another surveyor.

Sample Finalization Tips

The following table lists and explains items on the Sample Finalization screen.

Area Description
Click a resident’s care area to see the survey notes for
Care Area
that CA.
The Sample by Care Area view of the screen is sorted by
Care Area default on the number of Further Investigates/residents
in a care area.
C If you check the box in the Function toolbar you can sort
are Area - .
the care areas alphabetically instead.
The Sample by Care Area view of the screen has a
Care Area column that provides the number or Further Investigates
for a care area and the number included in the sample.
C Census is editable and it changes target size
ensus .
appropriately.
Finalize Once you finalize the sample, it cannot be adjusted.
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Area Description

Finalize triggers the Personal Funds, Resident

Finalize Assessment and Environment facility tasks.

Each resident can be expanded to view additional

Residents ; .
information, such as care areas.

Press Alt + U to undo Start Sample Finalization. The
screen resets and the Start Sample Finalization button
Start Sample reactivates. When sample finalization is started again, all
Finalization unnecessary meds candidates will be re-sampled.

Note: This only works for Start Sample Finalization; once
the sample is finalized, it cannot be reset.

Once you start the sample, the system preselects the
Start Sample following: Residents with Abuse as Further Investigate, 1J
Finalization or Harm indicated residents and any offsite selected
residents with Further Investigates in any care area.

The assignments made in Sample Finalization are for the
resident. All investigations for that resident will be
assigned to the same person initially. This can be
adjusted during the investigations.

Surveyor

Default sort of the Sample by Resident screen is by

Surveyor
Y Surveyor.

Facility Tasks Tips

The following table lists and explains items found on the main facility task
screen as well as in the individual facility task screens.

Area Description

Facility task screens are read-only if you are not assigned

Assignments to the task.

Team coordinators can assign a task to any surveyor on
Assignments the team while the team members can only assign tasks
to themselves.

Initiation Only tasks not already included for the survey can be

initiated.
e If a task is removed it will show up as a task to be
Initiation . . .
initiated in case the removal was done in error.
The Med Admin screen supports entry by keyboard or
Med Admin stylus. The information is stored only on the Med Admin

screen, so any relevant investigation information must be
entered into the facility task Notes field.
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Area

Description

Screen Sizing

Since the pathways are large, the facility screens allow
users to change the amount of space each section takes
and with a single click, expand a section to the whole
screen.

Residents Not all facility tasks have the ability to add residents.
Some facility tasks will have residents display based on
Residents MDS or Interview data. Clicking on the resident's name

will show the relevant interview notes.

Show All Surveyors

When Show Answers for: is set to All Surveyors after
data sharing, the screen will be read-only and the most
severe response from all surveyors completing the facility
task will be displayed.

Error Rate

The error rate calculation on the Medication
Administration and Med Admin screens reflects the
individual surveyor’s observed error rate. To generate the
overall (team) error rate, a designated surveyor assigned
to the task can enter Total Number of Errors and
Opportunities for Errors for all team members. After
sharing data, run the Facility Tasks report to see the
combined (team) observed error rate.

Tags

If a facility task has a critical element questions that is
associated with multiple tags, the tag link will be replaced
with a Select link allowing the user to select the
appropriate tag(s).

Non-mandatory Facility Task Triggers

The following table explains what triggers then non-mandatory tasks.

Triggered Task

Triggered by Care Source Screen

Area
Accommodation of RI, RRI, RO
_ Needs
Environment Environment RI, RRI, RO
Call Lights RO
Personal Funds Personal Funds RI, RRI

Resident Assessment

MDS discrepancy with
no associated Further
Investigate.

A resident with no MDS
assessment within the

RI, RRI, RO, RR

last 120 days.
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Resident Investigations Tips

The following table lists and explains items found on the main Investigation

screen as well as the individual investigation screens.

Area

Description

Assignments

The TC can assign or unassign investigations to any team
member but the team members can only assign or
unassign to themselves.

Assignments

On the investigations list you can make assignments on
the resident and investigation level. Prior steps assigned
only at the resident level.

The default filter on the investigations list is My

Filter Investigations.
Initiate You can initiate an investigation at any time during the
survey.
When initiating an investigative area, any investigative
Initiate areas already assigned to the selected resident will not
appear in the drop down list.
. When an investigative area is initiated it is automatically
Initiate . b
assigned to the initiator.
System does support initiating tags; the investigative
Initiate area of FTag Initiation is used. On the investigation

screen, the select link is then used to search for and
select the tags to be initiated.

Investigations list

The Inv. Reason column on the Investigations screen
displays the care area that triggered this investigation.

Investigations list

When you have completed an investigation, the
completion status shows on the investigations list, but
you will not see an orange exclamation point if a
response is No.

Investigations list

Sample Finalization and Closed Record Review populate
the Investigations screen. It will be blank until those
steps have been performed.

Pathway

There are two ways to access the investigative pathways:
1. Clicking on the resident name will bring up the
investigation screens and allow you to switch between
investigative areas for the selected resident.

2. Clicking on the investigative area will bring up the
investigation screens and allow you to switch between
residents for the selected investigative area.

Pathway

Full pathway documents are available and will be
displayed in a separate window.
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Area Description

Remove Only the TC can remove an investigation.

The pull out menu on the investigation page differs

Screen view depending on which item is selected.

Clicking the expand icon in the Expander bar brings that
Screen view section of the investigation screen to the top of the
screen.

When Show Answers for: is set to All Surveyors after
data sharing, the screen will be read-only and the
compliance decision will be set to the most severe value
entered by any surveyor conducting this investigation.

Screen view

When transferring investigative data to another resident,
Transfer Investigation | you can only select residents that are also being
Answers investigated for the same area and that have no
responses entered.

Transferring investigative data to another resident
transfers only CE answers, not the investigative or
resident notes.

Transfer Investigation
Answers

Potential Citations Tips

When the team finishes with their investigations and facility tasks, the team
coordinator uses the Potential Citation screen to mark all tags listed as cited or

not cited.
Area Description
. A tag must be selected before the Citation Determination
Display .
pane is populated.
All tags where a non-compliance decision was made
Tag tree

during investigations or facility tasks.

A tag will not show Cited or Not Cited until all the
Tag tree instructions have been completed. The instructions
appear beneath the citation information.

All—Shows all tags marked for potential citation during
the survey

Cited—Shows only those tags that have been cited.

Tag tree Not Cited—Shows only those tags that have not been
cited.

Undeclared—Shows only those tags that have not been
marked as Cited or Not Cited.
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Area Description

Screen is read-only for team members, only the TC

Display enters the citation decisions for the team.

All team members should share data with the TC before

Tags beginning Potential Citations.

Citation Determination Tips

The following table covers the Cite and Don’t Cite options on the Potential
Citations screen.

Citation Action

Provide Scope and Severity (5/S)
Follow remaining instructions

Cite

Select one of the following Reasons:

e Move to another tag

e Facility provided additional information

. e Evidence did not support deficient practice
Don't Cite N
e Medication error rate less than 5%

e Separate entity investigating or citing
e Marked in error

e Other, explain

MDS Indicators

The following table lists the MDS Indicators that may be associated with
residents and that appear in the Resident Manager screens (RI, RO, RR).

Indicator Description

1 Alz/Dem w/Antipsych (Alzheimer's or Dementia
w/Antipsychotic)

2 AC (Anticoagulant without Internal Bleeding)

3 AC w/Bleed (Anticoagulant with Internal Bleeding)

4 Cath (Catheter without UTI)

5 Cath w/UTI (Catheter with UTI)

6 ADLs (Decline in Late-Loss ADLs: bed mobility, transfer,
eating, toilet)

7 Dehydration
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Indicator Description

8 Depression

9 Dialysis

10 Fall Maj Inj (Fall(s) with Major Injury)

11 Hospice

12 Insulin

13 Bowel & Bladder (Low-Risk Residents)

14 Const Pain (Pain Almost Constantly)

15 Freq Pain (Frequent Pain)

16 No PASARR II- YV/DX (No PASARR II w/MD Dx, ID Dx or
Related Condition)

19 Restraint(s)

20 Ltd ROM (ROM Limitation / Receiving Services)

21 Ltd ROM w/0 Svs (ROM Limitation / NOT Receiving
Services)

22 Trach (Tracheostomy)

23 TF (Tube Feeding/NO Dehydration/NO Wt Loss)

24 TF w/Wt I_oss/Dehydration (Tube Feeding with
Dehydration and/or Wt Loss)

25 4+ Reho_sp _(Fom_Jr (4) or More Unplanned
Re-Hospitalizations)

26 2-3 Rehqsp_(Tvx{o (2) or Three (3) Unplanned
Re-Hospitalizations)

27 1 Rehosp (One (1) Unplanned Re-Hospitalization)

28 Wt loss (Unplanned Weight Loss)

29 UTI

30 Vent (Ventilator)

31 Maj Infection (Major Infections)

32 Wandering

33 New or Worsened PU (New or Worsened Pressure Ulcer)

34 S3 or S4 PU (Presence of Stage 3 or 4 Pressure Ulcer)
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Care Area to RI/RO/RR Mapping

The following table shows which screen(s) a care area appears on and if any
specific MDS indicators are linked to that care area.

do not have a MR
MDS marked as
terminal Nutrition is
required.

Care Area RI RRI RO RR Associated MDS
Indicator
Choices Yes Yes No N/A N/A
Activities Yes Yes Yes N/A N/A
Dignity Yes Yes Yes N/A N/A
Abuse Yes Yes Yes N/A N/A
Resident-to-
Resident Yes Yes No N/A N/A
Interaction
Privacy Yes Yes Yes N/A N/A
Accommodation
of Needs Yes Yes Yes N/A N/A
(physical)
Personal Funds | Yes Yes No N/A N/A
Personal
Property Yes Yes No N/A N/A
Sufficient
Staffing Yes Yes No N/A N/A
Participation in
Care Planning Yes Yes No N/A N/A
Discharge Yes Yes No N/A N/A
Environment Yes Yes Yes N/A N/A
Food Yes Yes No N/A N/A
Dental Yes Yes Yes N/A N/A
RR8 - All residents
marked with an )
interview status 24-Tube Feeding
other than with Weight Loss or
Nutrition Yes | Yes |Yes | Interviewable that Dehydration,

28-Unplanned
Weight Loss
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Thinner

Care Area RI RRI RO RR Associated MDS
Indicator
7-Dehydration,

Hydration Yes | Yes | Yes N/A 24-Tube Feeding
with Weight Loss or
Dehydration
23-Tube Feeding
w/o Weight Loss or

. Dehydration,

Tube Feeding Yes |Yes | Yes N/A .
24-Tube Feeding
with Weight Loss or
Dehydration

Vision and Yes |Yes | Yes N/A N/A

Hearing

ADLs Yes Yes Yes N/A N/A

RR1- Any resident

marked with an

interview status

other than

Interviewable; 6-Decline in

ADL Decline Yes Yes No additional record
. . Late-Loss ADLs

review categories

are required

regardless of the

MDS indicator

status.
4-Catheter Use w/o
UTI,

Catheter Yes Yes Yes N/A
5-Catheter Use and
UTI
2-Anticoagulant
Drug Use w/o

) Bleeding,

Insulin or Blood Yes |Yes | No N/A 3-Anticoagulant

Drug Use with
Bleeding,

12-Insulin
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review categories
are required
regardless of the
MDS indicator
status.

Care Area RI RRI RO RR Associated MDS
Indicator
RR6- All residents
that are observed;
the record review
Insulin No No No categories for. 12-Insulin
Insulin is required
only if the
associatedindicators
are present.
RR5- All residents 2-Anticoagulant
that are obseryed; Drug Use w/o
the record review Bleeding,
Anticoagulant No No No categories for AC is .
required only if the | 3-Anticoagulant
associated indicators | Prug Use with
are present. Bleeding
RR1- Any resident
marked with an
interview status
;)tl;er Fhanbl 5-Catheter Use and
. nterviewable; uTI,
;Jnr,lggt%grfuc%) Yes |Yes |Yes | additional record 29-UTI,
review categories
are required 31-Major Infections
regardless of the
MDS indicator
status.
RR1- Any resident
marked with an
interview status
other than
. Interviewable; .
Respiratory Yes |Yes |Yes | additional record 31 - Major
Infection Infections
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Care Area

RI1

RRI

RO

RR

Associated MDS
Indicator

Infections (not
UTI or
Respiratory)

Yes

Yes

Yes

RR1- Any resident
marked with an
interview status
other than
Interviewable;
additional record
review categories
are required
regardless of the
MDS indicator
status.

31 - Major
Infections

Hospitalizations

Yes

Yes

No

RR1- Any resident
marked with an
interview status
other than
Interviewable;
additional record
review categories
are required
regardless of the
MDS indicator
status.

25-4-more
Unplanned
Rehospitalization,
26-2-3 Unplanned
Rehospitalization,

27-1 Unplanned
Rehospitalization

Falls

Yes

Yes

Yes

RR1- Any resident
marked with an
interview status
other than
Interviewable;
additional record
review categories
are required
regardless of the
MDS indicator
status.

10-Fall(s) with
Major Injury

Pain

Yes

Yes

Yes

N/A

14-Almost Constant
Pain,

15-Frequent Pain
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Incontinence

review categories
are required
regardless of the
MDS indicator
status.

Care Area RI RRI RO RR Associated MDS
Indicator
RR1- Any resident
marked with an
interview status 33-New or
other than Worsened Pressure
Interviewable; Ulcer,
Pressure Ulcers | Yes Yes Yes additional record
review categories 34-Presence of
are required Stage 3 or 4
regardless of the Pressure Ulcer
MDS indicator
status.
Skin Conditions
(non-pressure Yes Yes Yes N/A N/A
related)
20-Limited ROM
o with Services,
Limited ROM Yes Yes Yes N/A o
21-Limited ROM w/o
Services
Rehab Yes |Yes | No N/A 21-Limited ROM w/o
Services
RR1- Any resident
marked with an
interview status
other than
Interviewable;
Dialysis Yes Yes No additional record 9-Dialysis
review categories
are required
regardless of the
MDS indicator
status.
RR1 - Any resident
marked with an
interview status
other than
B&B Interviewable;
Yes Yes Yes additional record 13-Low-Risk B&B
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Care Area RI RRI RO RR Associated MDS
Indicator
Constipation/
] Yes Yes No N/A N/A
Diarrhea
Smoking Yes Yes Yes N/A N/A
RR4- All residents
marked as New
Admissions;
Hospice Yes Yes Yes additional record 11-Hospice

review categories
for high risk meds
are required.

Notification of

Change No Yes No N/A N/A

Language/
o No No Yes N/A N/A
Communication

8-Depression,

Mood/Behavior | No No Yes N/A ]
32-Wandering

Restraints No No Yes N/A 19-Restraint(s)

i 19-Restraint(s),
Accident No No | Yes N/A ! (s)
Hazards 32-Wandering
Unsafe .

. Unsafe Wanderin
Wandering/ No No | Yes o/ 32-Wandering
Elopement

Elopement
Call Light in
Reach, Call
System No No Yes N/A N/A
Functioning
Edema No No Yes N/A N/A

1-Alzheimer's/

Psych Med Side Dementia with

Effects No No Yes N/A Antipsychotic Drug
Use

Psych/Opioid I13-eAnlwz:netliran?;\:i‘fé

Med Side No No Yes N/A

Antipsychotic Drug

Effects Use
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Care Area RI RRI RO RR Associated MDS
Indicator
2-Anticoagulant
Drug Use w/o
i Bleeding,
AC Med Side No No Yes N/A ! g
Effects 3-Anticoagulant
Drug Use with
Bleeding
Oxygen No No Yes N/A N/A
Positioning No No Yes N/A N/A
Ventilator/ 22-Tracheostomy,
No No Yes N/A .
Tracheostomy 30-Ventilator
RR1- Any resident
marked with an
interview status
other than
Change of Interviewable;
b No No No additional record N/A
Condition . .
review categories
are required
regardless of the
MDS indicator
status.
RR2- All residents
that are observed;
Antipsychotic the record review 1-Alzheimer's/
. category of o
with . . Dementia with
. , No No No Alzheimer/Dementia . .
Alzheimer's or . . L Antipsychotic Drug
) with Antipsychotic is
Dementia . . Use
required only if the
associated indicator
is present.
RR7- All residents
that are observed;
the record review
categories for
PASARR No No No PASA_RR is required 16-|\_Io PASARR II
only if the w/Diagnoses
associated indicators
are present and the
facility is not a SNF
only facility.
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Care Area

RI1

RRI

RO

RR

Associated MDS
Indicator

High Risk Meds

No

No

No

RR4- All residents
marked as New
Admissions;
additional record
review categories
for high risk meds
are required.

N/A

Diagnoses

No

No

No

RR4- All residents
marked as New
Admissions;
additional record
review categories
for high risk meds
are required.

N/A

Advance
Directives

No

No

No

RR3- All residents
that are part of the
initial pool; the
record review
categories of
Advanced Directives
and Other are
required.

N/A

Other Concerns

Yes

Yes

Yes

RR3- All residents
that are part of the
initial pool; the
record review
categories of
Advanced Directives
and Other are
required.

N/A
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Record Review Rules

Record review categories vary depending on a resident's MDS indicators,
interview status, and subgroup. New Admissions have a full list of care areas
for record review since they have no MDS data. This table lists the other rules
determining which care areas appear on the Record Review screen.

Rule 1D

Description

RR1-

Any resident marked with an interview status other than
Interviewable will have additional record review
categories regardless of their MDS indicators.

RR2-

All residents in the initial pool will have the record review
category of Alzheimer/Dementia with Antipsychotic if the
associated MDS indicator is present.

RR3-

All residents in the initial pool will have the record review
categories of Advanced Directives and Other.

RR4-

All residents marked as New Admission will have the
record review category of High Risk Meds.

RR5-

All residents in the initial pool will have the record review
category of AC Med Side Effects only if the associated
MDS indicators are present.

RR6-

All residents in the initial pool will have the record review
category of Insulin only if the associated MDS indicator is
present.

RR7-

All residents in the initial pool will have the record review
category of PASARR only if the associated MDS indicator
is present and the facility is not a SNF only facility.

RR8-

All residents marked with an interview status other than
Interviewable will have the record review category of
Nutrition unless their Most Recent MDS assessment is
marked as Terminal.

CommDischargel

All residents being interviewed, the Discharge question is
required if the resident is marked as a new admission or
the most recent MDS assessment is not marked as
QO0500B or QO550A.

NolIntStatus

If the interview status is not set for a resident, RO
categories appear on the Interview and Observations and
Observations screens; Advance Directives and Other
Concerns appear on the RR screen.

NoIntStatusNewAdmit

If the interview status is not set for a new admission, RO
categories appear on the Interview and Observations and
Observations screens; Advance Directives and Other
Concerns appear on the RR screen.
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Care Area to Investigative Area Mapping

The following table lists the care areas found in the Resident Manager screens
(RI, RRI, RO, RR) and the investigation associations with pathways or facility
tasks for each care area.

Care Area Associated Triggered Facility If No Pathway,
Pathway Task Associated
Tag(s)

Choices N/A N/A F561
Activities Activities N/A N/A
Dignity N/A N/A F550

Abuse Abuse N/A N/A
;Q:tséicr:laecrl’ic(-)tno-Resident Abuse & Accidents N/A N/A
Privacy N/A N/A F583
QZZ?:I?Tp%i/astiicc;rl])Of N/A Environment N/A
Personal Funds N/A Personal Funds N/A
Personal Property N/A N/A F584
Sufficient Staffing ggm;i:tr;tn?nsiafﬁng N/A N/A
E?ar:‘ilsiiggtion in Care N/A N/A F657
Discharge Discharge N/A N/A
Environment N/A Environment N/A
Food N/A N/A F803, F804
Dental Dental N/A N/A
Nutrition Nutrition N/A N/A
Hydration Hydration N/A N/A
Tube Feeding Tube Feeding N/A N/A
Vision and Hearing ggrr:';rglrti/nication & N/A N/A
ADLs ADL N/A N/A
ADL Decline ADL N/A N/A
Catheter Catheter/UTI N/A N/A
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Care Area

Associated

Triggered Facility

If No Pathway,

Pathway Task Associated
Tag(s)
i Unnecessary Meds
Ins_ulln or Blood . Y N/A N/A
Thinner (if selected as 1 of 5)
RI or RRI Only:
) Unnecessary Meds F684, F756, and
Insulin or Blood i N/A F757 if not one of
Thinner (if not selected as 1 the 5 but marked as
of 5) FI for a sampled
resident
Urinary Tract
Infections (UTI) Catheter/UTI N/A N/A
Respiratory .
Infections Respiratory N/A N/A
Infections (not UTI
or Respiratory) N/A N/A F880
Hospitalizations Hospitalization N/A N/A
Falls Accidents N/A N/A
Pain Pain N/A N/A
Pressure Ulcers Pressure Ulcers N/A N/A
Skin Conditions
(non-pressure General N/A N/A
related)
Limited ROM Positioning/Mobility/ N/A N/A
ROM
Rehab Rehab & Restorative N/A N/A
Dialysis Dialysis & Nutrition N/A N/A
B&B Incontinence B&B N/A N/A
Constipation/
) General N/A N/A
Diarrhea
Smoking Accidents N/A N/A
Hospice Hospice N/A N/A
Notification of
Change N/A N/A F580
Language icati
guage/ Communication & N/A N/A

Communication

sensory
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Care Area

Associated

Triggered Facility

If No Pathway,

Pathway Task Associated
Tag(s)
) Behavioral-
Mood/Behavior . N/A N/A
Emotional
Restraints Restraints N/A N/A
Accident Hazards Accidents N/A N/A
Elopement Accidents N/A N/A
Call Lights N/A Environment N/A
Edema General N/A N/A
F675, F684, F756,
Unnecessary Meds and F758 if not one
Med SE Part 1 ) N/A of the 5 but marked
(if selected as 1 of 5) as FI for a sampled
resident
F675, F684, F756,
Unnecessary Meds F757, and F758 if
Med SE Part 2 i N/A not one of the 5 but
(if selected as 1 of 5) marked as FI for a
sampled resident
F675, F684, F756,
Unnecessary Meds and F757 if not one
Med SE Part 3 i N/A of the 5 but marked
(if selected as 1 of 5) as FI for a sampled
resident
Oxygen Respiratory N/A N/A
N Positioning/Mobility/
Positioning ROM N/A N/A
Vent/Trach Respiratory N/A N/A
Change of Condition N/A N/A F684
Antipsychotic with Unnecessary Meds &
Alzheimer's or Dementia (if N/A N/A
Dementia selected as one of 5)
Advance Directives N/A N/A F578
PASARR PASARR N/A N/A
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Data Sharing Checklists

Data can be shared using any of the following methods:
e USB drive
e Over wired network connection

e Over wireless network connection
Checklist for Using USB Drive
Check Item

[] Verify all laptops have enabled USB port.

Verify all surveyors have compatible encryption.

If RO is participating, ensure RO's computer can read the State
|:| Agency's memory stick and vice versa. For more information, see
Procedure: "RO/CO Data Share Using USB/File” on page 44.

Verify survey team has USB drives including an extra in case the
first one dies.
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Checklist for Using Wired Network

Check

L

[
[
[

Item

Verify all surveyors are trained in how to use the router and
connect the computers.

Verify all laptops have enabled and working network ports or
dongles.

Verify team has router and cables.

Verify all laptops have firewall ports open in Microsoft Firewall:

[1 Tcp: 910, 2638

[1 upe: 901, 2638

Verify all laptops have firewall ports open in third party security
application:

[1 Tcp: 910, 2638

[1 upr: 901, 2638

If an RO is participating, confirm RO's computer has firewall ports
open.

Verify surveyor connectivity to router and other laptops before
leaving facility.

For backup plan, refer to “Checklist for Using USB Drive” on
page 220.

User’s Guide

3/19/20 221



Supporting Materials

Checklist for Using Wireless Network

Check Item
|:| Verify all surveyors are trained in how to use the router.

Verify all surveyors know how to create a new wireless network
connection (or preconfigure all laptops for the router SSID and
password).

Verify all laptops have enabled and working wireless adapters.
Verify team has router with WPA2.

Verify team knows the router SSID and password.

N T I B

Verify all laptops have firewall ports open in Microsoft Firewall:

[1  Tcp: 910, 2638

[1 ubp: 9012, 2638

D Verify all laptops have firewall ports open in third party security
application:

[1  Tcp: 910, 2638

[1 ubp: 9012, 2638

D If an RO is participating, confirm RO's computer has firewall ports
open.
D Verify surveyor connectivity to router and other laptops before

leaving facility.

D For backup plan, refer to “Checklist for Using USB Drive” on
page 220.
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Keyboard Shortcuts

Windows keyboard shortcuts are combinations of two or more keys that, when
pressed, can perform the same task as using a mouse or other pointing device.

Ease of Access Keyboard Shortcuts

To do this Press this
Turn Filter Keys on and off Right Shift for eight seconds
Turn High Contrast on or off Left Alt + Left Shift + Prtscn (Print Screen)
Turn Mouse Keys on or off Left Alt + Left Shift + Num Lock
Turn Sticky Keys on or off Shift five times
Turn Toggle Keys on or off Num Lock for five seconds
Open the Ease of Access Center Windows log key + u

Additional Ease of Access/Navigation Keyboard Shortcuts

To do this Press this

Interview/Observations/Record
Review probes Collapse Now (and
set check if box is unset), so you Alt + C
can collapse sections without
tabbing down through entire page.

Skip pull out menu for
Interview/Observations/Record
Review and Investigations screens
in tab sequence. So you don‘t Alt + K
have to tab through each item
every time to get to other
elements on the screen.

Insert Resident ID in Surveyor

Notes or a notes field Alt + R

When not in a notes field or Surveyor

Open Weight Calculator notes, Alt + R

Insert Date and Time stamp in

Surveyor Notes or a notes field Alt +T

Reset Start Finalization Alt + U

Increase screen size Ctrl + “+" (plus sign)
Decrease screen size Ctrl + “-" (minus sign)
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Quick Access Menu Shortcuts

Icon To do this Click icon or press this
ﬁ Include attachments Alt + A

4? Transfer data Alt + D

@ Return Home Alt + H

rﬁ Enter or access notes Alt + N

E_T\. Access reports Alt + P

Access setting Alt + S

Notes Menu Bar

Icon To do this Click icon or press this
F=} Open or create a new file | Ctrl + O
=) Save a file Ctrl + PS
C= Print Ctrl + P
b} Undo Ctrl + z
~ Redo Ctrl + Y
X Cut text Ctrl + X
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Icon To do this Click icon or press this
Copy text Ctrl + C
[ B Paste text Ctrl + V
B Toggle bold Ctrl + B
I Toggle italics Ctrl + 1
U Toggle underline Ctrl + U
E Toggle highlighter Ctrl + H
Insert time stamp At +T
& Access residents list Alt +R

Show History

Surveyor Notes, Facility
Task, and Investigation
Notes

Surveyor Notepad and
Investigation Notes

Paste Weight Calculation
RR/RRI, RO, RR and

m Nutrition Investigation Alt + W
only
Paste Med Admin Rate

Eﬂ Medication Alt + M

Administration Facility
Task only
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Surveyor Notes and Note Fields Shortcuts

To do this Press this
Access residents list / Insert resident ID | Alt + R
Align Center Ctrl + E
Justify text Ctrl + ]
Align text left Ctrl + L
Align text right Ctrl + R
Backspace Backspace

Correct spelling error

no default key gesture

Decrease font size

Ctrl + [

Decrease indentation

Ctrl + Shift +Y

Delete

Delete

Delete next word

Ctrl + Delete

Delete previous word

Ctrl + Backspace

Enter line break

Shift + Enter

Enter paragraph break

Enter

Ignore spelling error

no default key gesture

Increase font size Ctrl + ]
Increase indentation Ctrl + T
Insert time stamp Alt+T
Move down by line Down

Move down by page PageDown
Move down by paragraph Ctrl + Down
Move left by a character Left

Move left by a word Ctrl + Left
Move right by a character Right

Move right by a word Ctrl + Right
Move to end of document Ctrl + End
Move to start of document Ctrl + Home
Move to end of line End
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To do this (Continued) Press this
Move the start of line Home
Move up by a line Up
Move up by a page PageUp
Move up by a paragraph Ctrl + Up
Select down by a line Shift + Down

Select down by a page

Shift + PageDown

Select down by a paragraph

Ctrl + Shift +Down

Select left by a character

Shift + Left

Select left by a word

Ctrl + Shift + Left

Select right by a character

Shift + Right

Select right by a word

Ctrl + Shift + Right

Select to end of document

Ctrl + Shift + End

Select to start of document

Ctrl + Shift + Home

Select to end of line Shift + End
Select to start of line Shift + Home
Select up by line Shift + Up

Select up by page

Shift + PageUp

Select up by paragraph

Ctrl + Shift + Up

Tab backward Shift + Tab

Tab forward Tab

Toggle bold Ctrl + B

Toggle bullets Ctrl + Shift + L
Toggle insert Insert

Toggle italics Ctrl + 1

Toggle numbering

Ctrl + Shift + N

Toggle subscript

Ctrl + Plus (+)

Toggle superscript

Ctrl + Shift + Plus (+)

Toggle underline

Ctrl + U
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General keyboard shortcuts

To do this

Press this

Copy the selected item

Ctrl + c (or Ctrl + Insert)

Cut the selected item

Ctrl + x

Paste the selected item

Ctrl + v (or Shift + Insert)

Undo an action

Ctrl + z

Redo an action

Ctrl + vy

Delete the selected item and move it to
the Recycle Bin

Delete (or Ctrl + D)

Delete the selected item without moving
it to the Recycle Bin first

Shift + Delete

Edit/Rename the selected item

F2

Move the cursor to the beginning of the
next word

Ctrl + Right Arrow

Move the cursor to the beginning of the
previous word

Ctrl + Left Arrow

Move the cursor to the beginning of the
next paragraph

Ctrl + Down Arrow

Move the cursor to the beginning of the
previous paragraph

Ctrl + Up Arrow

Select a block of text

Ctrl + Shift with an arrow

key

Select more than one item in a window
or on the desktop, or select text within a
document

Shift with any arrow key

Select multiple individual items in a
window or on the desktop

Ctrl with any arrow key +

Spacebar

Select all items in a document or window | Ctrl + A
Search for a file or folder F3

Open the file menu for the active Alt + F
window

Display properties for the selected item | Alt + Enter
Close the active item, or exit the active Alt + F4

program

Open the shortcut menu for the active
window

Alt + Space bar
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To do this (Continued)

Press this

Activate the current grid row

Ctrl + Spacebar

Close the active document (in programs

that allow you to have multiple Ctrl + F4
documents open simultaneously)
Switch between open items Alt + Tab

Use the arrow keys to switch between
open items

Ctrl + Alt + Tab

Change the size of icons on the desktop

Ctrl + Mouse scroll wheel

Cycle through programs on the task bar
by using Aero Flip 3-D

Windows logo key + Tab

Use the arrow keys to cycle through
programs on the task bar by using Aero
Flip 3-D

Ctrl + Windows logo key + Tab

Cycle through items in the order in

which they were opened Alt + Esc
Cycle through screen elements in a F6

window or on the desktop

Display the address bar list in Windows F4
Explorer

Display the shortcut menu for the Shift + F10
selected item

Open the Start menu Ctrl + Esc

Display the corresponding menu

Alt + underlined letter

Perform the menu command (or other
underlined command)

Underlined letter

Activate the menu bar in the active

F10
program
Open the next menu to the right, or Right Arrow
open a sub-menu
Open the next menu to the left, or close Left Arrow

a sub-menu

Refresh the active window

F5 (or Ctrl + r)

View the folder one level up in Windows
Explorer

Alt + Up Arrow

Cancel the current task

Esc

Open Task Manager

Ctrl + Shift + Esc
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To do this (Continued)

Press this

When CD is inserted, prevent it from
automatically playing

Shift

Switch the input language when multiple
input languages are enabled

Left Alt + Shift

Switch the keyboard layout when
multiple keyboard layouts are enabled

Ctrl + Shift

Change the reading direction of text in
right-to-left reading languages

Right or Left Ctrl + Shift

Dialog Box Keyboard Shortcuts

To do this

Press this

Move forward through tabs

Ctrl + Tab

Move back through tabs

Ctrl + Shift + Tab

Move forward through options

Tab

Move back through options

Shift + Tab

Perform the command (or select the option)
that goes with that letter

Alt + underlined letter

Replaces clicking the mouse for many

selected commands Enter
Select or clear the checkbox if the active

C Space bar
option is a checkbox
Select_a button if the active option is a group Arrow keys
of option buttons
Display Help F1
Display the items in the active/drop-down F4
list
Open a folder one level up if a folder is Backspace

selected in the Save As or Open dialog box
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